
#54: BEST EMERGENCY PREPAREDNESS AND
           RISK MANAGEMENT PLAN FOR AN EVENT



Overview Information
A| Introduction and

           

background of main event.

Cultural Festivals produces the annual Saint Louis 
Art Fair (SLAF), a free, three-day celebration of 
the arts and the community that surrounds it. 
Altering the urban landscape into a festive art-filled 
environment, downtown Clayton, MO becomes a 
lively showcase of art, music and food. The most 
defining aspect of the fair is its juried exhibition 
of fine art and fine craft providing patrons the 
opportunity to view, purchase, and engage with the 
artists. In addition to the visual arts, the Fair includes 
musical performances, street performers, hands-
on activities for children and delectable food from 
some of St. Louis’ top restaurants. The Art Fair hosts 
130,000 people during the three-day event.  The 
Art Fair is an irreplaceable asset to St. Louis and its 
cultural landscape by incorporating art into the area, 
partnering with local organizations to promote the 
city itself, and providing an event that is free and 
open to the public.  

B| Description and Purpose/ 
          Objective of Risk Management Plan

The Emergency Operations Plan predetermines, 
to the extent possible, general guidelines and 
procedures that will allow the City of Clayton and 
cooperating Art Fair Personnel to conduct efficient, 
effective, and coordinated emergency operations in 
the event of a natural or technical emergency. The 
main thrust of such operations shall be to protect 
lives and property, preserve the continuity of legally 
mandated authority, and to provide for economic 
recovery in the aftermath of any emergency 
involving extensive damage or other debilitating 
influence on the normal functioning of the Saint 
Louis Art Fair.

The Emergency Operations Plan covers in detail 
the line of command in the event of an emergency 
situation and describes the Joint Incident Command 
System which designates City personnel and Art Fair 
staff to handle specific tasks such as safety, liaison, 
operations, planning, logistics, finance, and public 
information. The plan also lays out the procedures 
and duties of staff, volunteers, and City personnel in 
the event of severe weather, utility disruption, civil 
disturbance, fire, bomb or terrorist incident, and 

earthquake. Should the site need to be evacuated, the 
plan lists temporary mass shelters.

Each emergency situation has a prepared corresponding 
statement in the SLAF media crisis plan. 

The Emergency Operations Plan is reviewed on a 
periodic basis, with all pertinent additions, deletions, 
or other changes incorporated into the document as 
needed. Copies of the plan are then distributed to 
appropriate City employees, the Saint Louis Art Fair 
staff, and volunteer 
committee chairs. 

C| Target audience/attendance/
          number of participants.

Target Audiences:
•   Art Buyers
•   Young Adults
•   Families with Children

Attendance
•   130,000 Attendees

Participants:
•   181 Exhibiting Artists 
•   13 Restaurants
•   6 Beverage Booths
•   274 Performers 
•   1000 Volunteers
•   12 Non-profit Organizations in Creative Castle 

D| Overall revenue and expense budget   
          of specific program/event

The Saint Louis Art Fair operates on a $710,389 
cash budget.

The breakdown of revenue:
47% corporate sponsorship and grants, 22% food 
and beverage and merchandise sales, 21% from food 
vendors rental of space, 7% from artist registration, 2% 
from Board Member contributions/donations and 1% 
from miscellaneous sources.
Expenses are comprised of the administration of two 
full time staff, six interns, and the production of the 
festival. All media (print, radio, web, and television) is 
donated in-kind to the organization. The total number 
of in-kind dollars in 2016 was $839,376.



E| Duration of Program and Years   
          Program Has Been Part of Event.

The Saint Louis Art Fair is a three-day event in 
September. The Emergency Operations plan has 
been in place for 16 years and is revisited every year.

Saint Louis Art Fair Schedule:
Friday           5PM to 10PM 
Saturday                11AM to 10PM 
Sunday                  11AM to 5PM 

F| Description of sponsor/charity 
          volunteer/school/other group   
          involvement with event/program  
          and benefits to each.

The City of Clayton, including police, fire, and public 
works departments, work with SLAF to keep the 
Emergency Operations Plan updated and to keep 
safety a number one priority.  CEL PR helps to uphold 
and improve the media crisis plan.

G| Description of Other 
          Group Involvement.

The City of Clayton, including the police, fire, and 
public works departments, works with the Saint Louis 
Art Fair Staff to keep the Emergency Operations Plan 
updated and to keep safety a number one priority. 
CEL PR helps to uphold and improve the media 
crisis plan.

L|  Overall Effectiveness/
           Success of the program

The Emergency Operations Plan is very successful. 
The plan was used in 2007, 2012 and 2014 due to 
severe weather. In all cases, no one was harmed and 
the event was able to continue after some recovery. 

In 2016, we experienced torrential rain during set-up 
Friday morning from 3am to 10:30 am. Fortunately, 
the SLAF staff was able to work through the rain 
without implementing the emergency plan. Friday 
evening rain came in late and collapsed 4 tents in our 
children’s area and 1 artist tent from rain pooling on 
the tent canvas.  We were able to get tents repaired 
and everything up and running before the event 
opened at 11am. 

Supporting Question: 
What did you do to update/change this 
program from the year before? Were 
your updates/changes successful? 
Please provide measurable results/
examples.

Each year the Emergency Operations Plan is 
reviewed by the police, fire, and public works 
departments, as well as SLAF staff and is adjusted 
for changes on site or based on recommendations 
from both parties. 

In 2016, SLAF updated the Emergency Shelter 
locations.  In past years a Committee Chair were 
assigned to a specific shelter location in the event 
of an emergency.  They served as a liaison to those 
seeking shelter and information coming from 
first responders.  SLAF reduced the number of 
shelters requiring a Committee Chair from 9 to 6, 
concentrating on the shelters that were located in 
the festival site, the ones most likely to be used by 
event patrons.  SLAF relies heavily on Committee 
Chairs due in part to having such a small staff, 
having three extra people stay back to assist staff 
and first responders was a  better use to the overall 
efforts should there be an emergency situation.

Due to the incident in Nice, France just a few 
months prior to the Art Fair, the City of Clayton 
required SLAF to have jersey barriers placed at all 
designated festival entrances versus construction 
barrels.  While SLAF understood the importance of 
the jersey barriers, they felt it sent an unwelcoming 
message to patrons.  To help ease this unwelcoming 
feel SLAF had custom banners made for the 
barriers.  The banners were bright, cheerful and had 
“welcome” printed on them.

SLAF contracted again with CatchWind text 
messaging service.  The service allowed SLAF to 
text message a specific group i.e. volunteers, artists, 
performers, etc. or several groups at once for any 
reason.  This system has proven to work better than 
using the City’s texting system.  The City’s system 
could only be used in the event of an emergency 
situation.

Thankfully, we did not have to implement the EOP 
in 2016.



Supporting Materials:
2016 Emergency Operations Plan

2016 Media Crisis Plan
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EMERGENCY TELEPHONE NUMBERS      

 
§ Emergency Police/Fire/Medical/Sheriff or State Patrol 911 
  
§ National Weather Service Hotline 636-441-8467  

 
§ Clayton Police Department  314-645-3000 

 
§ FBI 314-231-4324   
 
§ Clayton Fire Department 314- 290-8485  

 
§ Cultural Festivals Executive Director, Cindy Lerick 314-614-7152  (cell) 

 
§ City of Clayton Information  314-645-3000   
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CONTACT SHEET                                          
Cultural Festivals and Media Phone Numbers 

 
 

NAME/TITLE                          HOME  CELLULAR        OFFICE______  
 
Cindy Lerick, Executive Director      314-786-5463 314-614-7152 314-863-4485   
    
Laura Miller, Director of Operations    314-749-1998 314-863-0292 
 
Kari Logan, CEL PR      612-998-0955 
 
 
 
Doug Nieder, Chairman of the Board             314-550-9814 314-444-7872 
 
 
Craig Owens, Clayton City Manager    314-249-2511 314-290-8400 
 
Kevin Murphy, Clayton Police Chief    314-420-3047 314-645-3000 
 
Mark Thorp,  Clayton Fire Chief     314-805-3200 314-290-8485 
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MEDIA CONTACTS                                        
 
TELEVISION       Assignment Desk 
(2) FOX TV  desk:    314 -213-7831   M-F: Mick Bond 
    fax:       Weekend: Kelly Hoskins 
   ktvinews@tvstl.com  
 
(4)   KMOV-TV  desk: 314 -444-6333   M-F: Terry Cancilla 

fax:   Weekend: Terry Cancilla/Bob 
Cyphers 

desk@kmov.com     
 
(5)   KSDK-TV  desk: 314–444-5126   M-F: Ed Rich 
   fax:      Weekend: Diane Bonilla 
   newstips@ksdk.com        
 
  
DAILIES 
St. Louis Post Metro: 314-340- 8222  
        metro@post-dispatch.com             
 
  
 
RADIO 
KMOX-AM main: 314-444-3234  
   fax:   
   kmoxnews@kmox.com  
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INCIDENT PROCEDURES                               

 
1. Incident occurs.   
2. Witness calls Clayton Police or reports to Command Post located at Meramec and Carondelet. 
3. Police calls Cultural Festivals Executive Director via phone or radio. 
4. Executive Director consults city officials relative to information from security and witness. 
5. Cultural Festivals management and public relations counsel analyze: 

 - Current Situation 
 - Conduct Emergency Situation Analysis (attached). 
 - Write down facts (see attached security report). 
 - Determine fact-update schedule. 
 
 
 

CRISIS MANAGEMENT PROCEDURES      
 

1. Police calls for appropriate back up . 
2. Command posts alerts the following team (in this order): 

 - Kevin Murphy, Clayton Police 
- Cindy Lerick, Cultural Festivals Executive Director 

 - Doug Nieder, Cultural Festivals Chairman of the Board 
 - Kari Logan, CEL Public Relations  
3. Police is dispatched to incident location/entrances/exits.  They call for appropriate assistance. 
4. Festival team arrives on scene, conducts factual review. "Performs On-site Situation Emergency 

Analysis" 
5. Determine if other staff should be contacted/on-site and media notification procedure. 
6. Alert command post to route all media to designated location.  Prepare a simple statement for 

distribution. Alert appropriate departments on procedures for responding to any incident inquiries. 
7. Team meets at Cultural Festivals Temporary on site offices.  

- 30 N. Central, Clayton, MO 63105.  
8. Executive Director presents facts.  Team develops strategy and key messages.  
9. Formulate basic media strategy and prepare spokesperson.    
10. PR director drafts internal facts statement, as they are known at that time. 

- Distribute to security for internal communications.  Develop external statements if necessary.  
For each piece, note date and time. 

11. Consider existing and realistic internal communications. 
12. Monitor situation.  Update directors with internal and external statements as necessary or on 

established timetable. 
13. Determine when next internal meeting time and place. 
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ON-SITE EMERGENCY SITUATION 
ANALYSIS 
Conducted by Cultural Festivals management at each incident 
 
1. What occurred?   
2. Where in Festival? 

- Block?   
- Booth number?   
- Store name and address?   
- Food or beer tent?   
- Apartment/Condo address?   
- Inside or outside? 

3.   Who is involved? 
- Artist?   
- Sponsor? 
- Fair-goer?   
- Volunteer?   
- Media?  
- Child or adult? 
- Get names of all of the above. 

4. Are all persons accounted for? 
5. Number of spectators? 

-Where are they? 
6. Have emergency vehicles been called? 
7. Injuries/Deaths 
 a.  Number of injuries? 
  - Weapons?   
 b.  Number of deaths? 
 c.  Have victims been taken to hospital? Which hospital? 
 d. Who are victims -- artist?  Fair-goer?  Volunteer?  Media? Child or adult? 
  - Have families been contacted?  By whom?  When? 
8. Determine other areas within the festival footprint that are connected with emergency. 

a.  Does entire area need to be evacuated?   
b.  Is everyone in a safe area now?  If not, have security evacuate immediate area. 

9.    Media  
   a. Determine number of media on-site/en route/notified  (determine TV/print/photo) 

- Police officers direct them to a safe, contained location 
b. Determine one (1) safe, entrance/exit area to direct media in/out of building  

- relay information to security 
c. Determine spokesperson (same person for duration of crisis) 

- Call and get them on-site (if they are not already) 
d. Coordinate how/when that person can be reached by media  

- Determine a Public Information Center for press updates 
e. Mark location for reporters/cameras  

- Determine what areas are safe for media to photograph, if any. 
- Write out press rules and pass out to each one (similar to press conference) 

 
10.  Departmental 

Draft and distribute reminder for departments/managers to use in case of media phone inquiries, 
Fair-goer inquiries that they are not to speak to media.  Determine distribution system. 

11. Draft statement for Cultural Festivals personnel responsible for communicating with staff 
employees, media, public and officials.  Determine distribution system. 
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TYPES OF EMERGENCIES                            
 

1. Crisis/emergencies that may require Cultural Festivals comment: 
- Accidents with Injuries/ Medical (heart attack, fall) 
- Serious Traffic Accident 
- Vandalism 
- Severe Weather  
-Theft 

 
2. Crisis/emergencies that will require comment: 

- Accident with Death 
- Assault/ Sexual Assault 
- Bomb Threat/Explosives 
- Fire  
- Gas Leak 
- Injury with weapon,  
- Power Outage 
- Protest 
-Vandalism 
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PROTEST                                                             
 
DETERMINE 

1. Who is the protest group?   
 Name of group 

Group leader name 
2. What time is it planned (if known)?   
3. Where (if known) 
4. Inside/Outside? 
5. How many people?  
6. Type of protest – violent/ non-violent 
7. Was anyone hurt?   
8. How seriously? 
9. How and when did it start? 
10. How and when did it end? 
11. Is the protest under control? 
12. What part of the Saint Louis Art Fair footprint was/is involved? 
13. Is this legal in the confines of the Fair? 
14. How soon were Cultural Festivals and emergency personnel notified? 
15. What steps are being taken to ensure this doesn't happen again? 
16. Is this the first such incident at the Fair? 

 
TELEPHONE NUMBERS 
Clayton Police Department       
- emergency   911    
- non-emergency 314-645-3000     
 
Clayton Fire Department       
- emergency   911    
- non-emergency 314-290-8485     
 
SAMPLE STATEMENT 
At approximately XX:XX today, a protest/demonstration occurred in the XX area of Clayton, during the 
Saint Louis Art Fair.  By XX:XX it had ended after approximately XX minutes.  The protest/demonstration 
group (NAME), protesting/demonstrating for/against (CAUSE).  This was a peaceful protest, no one was 
injured, and no property was damaged.  
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VANDALISM                                                       
 
DETERMINE 

1. What area of the Saint Louis Art Fair was vandalized? 
2. Where specifically? 
3. What happened? 
4. What time did this happen (overnight, etc.)? 
5. Inside/Outside? 
6. Type of damage 
7. Estimated cost of damage 
8. When was this discovered? 
9. How soon were Cultural Festivals and emergency personnel notified? 
10. What steps are being taken to ensure this doesn't happen again? 
11. What are the clean-up efforts?  If any? 
12. Is this the first such incident at the Fair? 

 
TELEPHONE NUMBERS 
Clayton Police Department        
- emergency   911    
- non-emergency 314-645-3000     
 
Clayton Fire Department        
- emergency   911    
- non-emergency 314-290-8485     
 
SAMPLE STATEMENT 
At approximately XX:XX today, an act of property damage was discovered in the XX area of Clayton 
during the Saint Louis Art Fair.  The damage occurred at (address/specific location) and extent of the 
damage is (slight/great).  Damage costs are being estimated at this time.  Clean up efforts are (under 
way/planned).  The Clayton Police are investigating this incident. 
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BOMB THREAT/EXPLOSIVES                      
 
DETERMINE 

1. What happened?   
2. What time?   
3. Where?   
4. Inside/Outside? 
5. When did the call come in? 
6. What did the caller say? 
7. Who checked the area? 
8. Are police searching for the caller? 
9. Was the Saint Louis Art Fair evacuated?  Why not?   
10. When were authorities notified? 
11. How and when was the cultural Festivals alerted? 
12. When did authorities arrive? 
13. Was anything found? 
14. Is the area safe? 
15. How soon were the Cultural Festivals and emergency personnel notified? 
16. Is this the first such incident at the Fair? 

 
TELEPHONE NUMBERS 
Clayton Police Department   FBI     
- emergency   911    
- non-emergency 314-645-3000   - non-emergency  314-231-4324    
 
Clayton Fire Department   St. Louis County PD Bomb and Arson  
  
- emergency   911   - emergency   911 
- non-emergency 314-290-8485   - non-emergency unit 314-444-5307   
      - Sergeant Christopher Stamper 314-444-5701 
SAMPLE STATEMENT 
 

1. At approximately XX:XX today, Cultural Festivals officials received a call warning that an 
explosive had been placed in the footprint of the art fair area.  The Clayton police immediately 
requested a bomb squad unit that conducted a thorough and complete search of the Saint Louis Art 
Fair.  Nothing was found and the police have verified that there is NO explosive device on the 
premises.  As a result, Saint Louis Art Fair Vendors (opened XX minutes later than usual) 
(evacuated all Fair-goers, volunteers and artists and is now re-open). 
 

2. At approximately XX:XX today, a ____ bomb went off in the XX block of the Saint Louis Art 
Fair.  There were no injuries or deaths.  The following areas were damaged (list).  The extent of 
the damage is still under investigation and dollar amounts are still being estimated.  The Clayton  
Police have requested a bomb squad unit through St. Louis County PD and is working with federal 
officials conducted a thorough and complete search of the Saint Louis Art Fair area.  Nothing else 
was found and the police have verified that there are NO other explosive devices in the event site.  
As a result, Art Fair vendors (opened XX minutes later than usual) (evacuated all Fair-goers, 
volunteers and artists and is now re-open) (will be closed for the remainder of the day and will 
reopen tomorrow at TIME) (will not continue). 

 
3. At approximately XX:XX today, a ___ bomb went off in the XX block of the Clayton.  There 

were (XX) people injured and (XX) fatalities.  Our condolences to the family and friends of the 
victims and survivors.   Survivors were taken directly to XX hospital.  Families of all victims are 
being notified. The Clayton Police immediately requested a bomb squad unit through St. Louis 
County PD and working with federal officials conducted a thorough and complete search of the 
Saint Louis Art Fair Footprint.  Nothing else was found and the police have verified that there are 
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NO other explosive devices on the premises.  As a result, SLAF vendors (opened XX minutes 
later than usual) (evacuated all Fair-goers, volunteers and artists and is now re-open) (will be 
closed for the remainder of the day and will reopen tomorrow at TIME) (will not continue).  The 
following areas were damaged:  (list).   
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WEATHER (tornado, thunder storms)          
 
During Saint Louis Art Fair (SLAF) 
 
DETERMINE 

1. Repeat the current weather forecast from Doppler radar. 
2. What time did this come in? 
3. What areas are affected? 
4. How and when were the SLAF artists, Fair-goers, vendors alerted? 
5. Was SLAF area evacuated?  Why?  Why not?   

  - Where were they evacuated? 
6. When did authorities determine to evacuate the site? 
7. What shelters were selected? 
8. Is the area safe now? 
9. What areas were damaged? 
10. Are clean-up efforts underway? 
11. Will the Fair re-open? 

  - Estimated day/time 
12. Are artists insured for this type of weather? 
13. Was anyone hurt? (see accident with injury) 
14. Was anyone killed?  (see accident with death) 
15. Is this the first such incident at the Fair? 

 
TELEPHONE NUMBERS 
Clayton Police Department   Clayton Public Works Department  
    
- emergency   911   -emergency   911  
- non-emergency  314-645-3000  -non-emergency  314-578-2443   
  
 
Clayton Fire Department        
- emergency   911     
- non-emergency  314-290-8485      
 
SAMPLE STATEMENT 

1. At approximately XX:XX today, the Saint Louis Art Fair officials learned of severe weather 
heading to the Clayton area.  Fair officials notified artists, vendors and Fair-goers of the situation 
and appropriate safety measures were taken.  After the storm, the area was assessed for viability.  
There is no damage or injuries.  As a result, the Fair will continue through Sunday, September 13 
until 5:00  p.m. 

 
2. After the storm, the Saint Louis Art Fair footprint in the Clayton area was assessed.  There were 

no injuries to any artists, vendors or Fair-goers.  However, (winds, trees, etc) damaged the 
following areas (list areas damaged).  The extent of the damage is still being assessed and dollar 
amounts are being estimated.  The Clayton Police are on-site throughout the Fair.  As a result, the 
Saint Louis Art Fair (opened XX minutes later than usual) (evacuated all Fair-goers, volunteers 
and artists and is now re-open) (will be closed for the remainder of the day and will reopen 
tomorrow at TIME) (will not continue). 

 
Note:   If a storm results in a death, adapt version 2 and combine with version 3 of Bomb Threat.   
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FIRE                                                              
 
DETERMINE 

1. What happened?   
2. What time?   
3. Where?   
4. Inside/Outside? 
5. Was anyone hurt? 
6. How many people?  
7. How seriously? 
8. Pinpoint location of fire? 
9. How did it start? 
10. When did it start? 
11. Is the fire under control?  How quickly was it under control? 
12. What part of the Saint Louis Art Fair was involved? 
13. Names of those involved? 
14. When did emergency personnel arrive – Cultural Festivals security, city, fire, and ambulance, 

other? 
15. Was any part of the area evacuated?   
16. For how long? 
17. Was the evacuation smooth? 
18. What is the extent of the damage? 
19. Estimate when the area is usable? 
20. How soon were Cultural Festivals and emergency personnel notified? 
21. What steps are being taken to ensure this doesn't happen again? 
22. Is this the first such incident at the Fair? 

 
TELEPHONE NUMBERS 
Clayton Police Department   Clayton Public Works Department  
   
- emergency   911   -emergency  911  
- non-emergency  314-645-3000  -non-emergency  314-578-2443    
 
Clayton Fire Department        
- emergency   911     
- non-emergency  314-290-8485      
 
SAMPLE STATEMENT 
 

At approximately XX:XX today, a fire broke out in the XX area of the Saint Louis Art Fair.  By XX:XX it 
had been completely contained, approximately XX minutes after the first alarm sounded.  Adjacent areas 
were evacuated immediately.  The evacuation involved approximately XX people.  No one was injured in 
the fire.  The extent of damage is not known.  The cause of the fire is under investigation.  While the Saint 
Louis Art Fair area is open, the XX area will remain closed. 
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 ACCIDENT WITH INJURY/MEDICAL         
 
DETERMINE 

1. What happened?   
2. What time?   
3. Where?  
4. Inside/Outside? 
5. Where in the Saint Louis Art Fair did this happen? 
6. How many people were hurt? 
7. How seriously? 
8. Were they taken to the hospital?   
9. Which one?   
10. When? 
11. Was anyone killed? (see accident with death)  
12. How did this happen? 
13. Have names been released? 
14. Were these Fair-goers?  Staff?  Merchants? 
15. What is the condition of the victim(s)? 
16. How soon were Cultural Festivals and emergency personnel notified? 
17. Have victim(s) families been notified? 
18. Is this the first such incident at the Fair? 

 
TELEPHONE NUMBERS 
Clayton Police Department        
- emergency   911     
- non-emergency  314-645-3000      
 
Clayton Fire Department        
- emergency   911     
- non-emergency  314-290-8485      
 
SAMPLE STATEMENT 
At approximately XX:XX today, a (man/woman/child) was injured at The Saint Louis Art Fair .  The 
Cultural Festivals security force immediately notified medical authorities, and the victim (s) was taken 
directly to XX hospital.  The extent of the injuries is unknown at this time.  The reason for the accident 
(XX) is being investigated.  The Clayton Police have checked the (NAME) area thoroughly for threats and 
it is completely safe.   
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TRAFFIC ACCIDENT                                       

DETERMINE 
1. What happened?   
2. What time?   
3. Where in the Saint Louis Art Fair did this happen? 
4. At what intersection? 
5. How many people were hurt? 
6. How seriously? 
7. Were they taken to the hospital?   
8. Which one?   
9. When? 
10. Was anyone killed? (see accident with death)  
11. How did this happen? 
12. Have names been released? 
13. Were these Fair-goers?  Staff?  Merchants?  Drive-throughs? 
14. What is the condition of the victim(s)? 
15. How soon were Cultural Festivals and emergency personnel notified? 
16. Have victim(s) families been notified? 
17. Is this the first such incident at the Fair? 

 
TELEPHONE NUMBERS 
Clayton Police Department        
- emergency   911     
- non-emergency  314-645-3000      
 
Clayton Fire Department        
- emergency   911     
- non-emergency  314-290-8485       
 
SAMPLE STATEMENT 
At approximately XX:XX today, a traffic accident occurred at the Saint Louis Art Fair, at the intersection 
of (XX) in Clayton.  There were (XX) vehicles involved.  The Cultural Festivals staff immediately notified 
authorities. (No one was injured/the victim(s) were taken directly to XX hospital. The extent of injuries is 
unknown at this time.  The reason for the accident is under investigation.  The Clayton Police have checked 
the area thoroughly and it is completely safe.  
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ACCIDENT RESULTING IN DEATH            
 
DETERMINE 

1. What happened?   
2. What time?   
3. Where?  
4. Inside/Outside? 
5. Where did this happen? 
6. How did this happen? 
7. Was he/she/they taken to the hospital? 

- Were he/she/they taken to the hospital?   
- Which one?   
- When? 

8. How many other people were hurt? 
- How seriously? 
- Were they taken to the hospital?   
- Which one?   
- When? 

9. Were these staff, Fair-goers, merchants? 
10. Is the area safe? 
11. Is an evacuation necessary? 
12. Have names been released? 
13. Have relatives been notified? 
14. Are there more specifics? 
15. How soon were Cultural Festivals and emergency personnel notified? 
16. Is this the first such incident at the Fair? 

 

TELEPHONE NUMBERS 
Clayton Police Department        
- emergency   911     
- non-emergency-  314-645-3000       
 
Clayton Fire Department        
- emergency   911     
- non-emergency  314-290-8485      
 
SAMPLE STATEMENT 
At approximately XX:XX today, a woman (DESCRIBE WHAT HAPPENED) in Clayton during the Saint 
Louis Art Fair.  Emergency units were called and paramedics took her to XX hospital where she was 
pronounced dead.  Her name has not yet been released pending notification of relatives.  It is not clear how 
the incident occurred, and the Clayton police are investigating it.  The police have thoroughly investigated 
the area and found it to be safe.  We give our condolences to the family and friends of the victims and/or 
survivors.  
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GAS LEAK                                                           
 
DETERMINE 

1. What happened?  
2. What time?   
3. Where 
4. Inside/Outside? 
5. How was leak detected? 
6. How was it caused? 
7. How many people were hurt? 

- How seriously? 
- Were they taken to the hospital?   
- Which one?   
- When? 

8. Were they staff, fair-goers, merchants? 
9. Have families been notified? 
10. Does the Saint Louis Art Fair need to be evacuated? 

- When was it evacuated? 
11. Is Laclede Gas and Ameren UE on the scene? 
12. Is it safe now? 
13. When is the Fair expected to reopen? 
14. What are symptoms associating with inhaling gas? 
15. What are potential health hazards? 
16. What is Cultural Festivals evacuation policy in such cases? 
17. How soon were Cultural Festivals and emergency personnel notified? 
18. Is this the first such incident at the Fair? 

 
TELEPHONE NUMBERS 
Clayton Police Department    Clayton Public Works Department 
    
- emergency   911    -emergency  911 
- non-emergency  314 645-3000   -non-emergency  314-578-2443  
  
 
Clayton Fire Department        
- emergency   911     
- non-emergency  314-290-8485      
  
Laclede Gas  314-621-6960 
Ameren UE (Emergency Outage) 800-552-7593 
 
 
SAMPLE STATEMENT 
At approximately XX:XX today, the odor of natural gas was detected at the Saint Louis Art Fair in 
Clayton. Laclede Gas Company (and/or Ameren UE) was immediately dispatched to the scene and 
concluded there was no need to evacuate the fair.  Laclede Gas Company (and/or Ameren UE) attributed 
the odor to XX.  Currently, this area (is/is not) open to the public.  
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ASSAULT/SEXUAL ASSAULT                         
(Saint Louis Art Fair Footprint) 
 
DETERMINE 

1. What happened?   
2. What time?   
3. Where? 
4. Inside/Outside? 
5. Were there witnesses? 
6. Was the assailant caught? 
7. What security precautions have Cultural Festivals put into place for the footprint of the art fair? 
8. Do police have any information on the suspect? 
9. How soon were Cultural Festivals and emergency personnel notified? 
10. What is the victim’s condition? 

- Were they taken to the hospital?   
11. Is this the first such incident at the Fair? 
12. How does security monitor the area/parking lot? 
13. Does Clayton and the fair organizers use cameras, sound detectors, security checks, other? 
14. What precautions will Cultural Festivals take in the future? 
15. Was the victim/assailant a Fair-goer, staff, merchant, volunteer or vendor? 

 
TELEPHONE NUMBERS 
Clayton Police Department        
- emergency   911     
- non-emergency  314-645-3000     
 
Clayton Fire Department        
- emergency   911     
- non-emergency  314-290-8485      
  
SAMPLE STATEMENT 
At approximately XX:XX today, a (man)(woman) was discovered, injured, within the Saint Louis Art Fair 
footprint at (STREET/LOCATION).  The victim was taken immediately to XX hospital.  Police reports 
indicate ________.   At this time, no further details are known about the incident or the victim's condition.  
Clayton Police are on-site and an investigation is underway.  
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THEFT                                                                 

DETERMINE 
1. What happened?   
2. What time?   
3. Where?   
4. Inside/Outside? 
5. What was taken?  
6. How much? 
7. Were monitoring devices in place? 
8. Do we know if the suspect left the Saint Louis Art Fair? 
9. Has there been an arrest? 
10. How soon were Cultural Festivals and emergency personnel notified? 
11. Was anyone hurt? 
12. Have they been assisted?  Taken to the hospital? 
13. Was a firearm/weapon involved? 
14. Is this the first such incident at Saint Louis Art Fair? 

 

TELEPHONE NUMBERS 
Clayton Police Department        
- emergency   911     
- non-emergency  314-645-3000       
 
Clayton Fire Department        
- emergency   911     
- non-emergency  314-290-8485      
   

SAMPLE STATEMENT 
At approximately XX:XX today, the (artist) in Saint Louis Art Fair was the victim of a theft of 
(merchandise/an unknown amount of cash from table/register).  The unarmed suspect entered the 
(store/location) via the main door. Cultural Festival personnel and several customers were asked to step 
into the backroom of the (store/artist’s booth).  The suspect then took (merchandise) and (money) from the 
cash register and left.  Neither store personnel nor customers were hurt.  The dollar value of the 
merchandise and cash has not been determined. Clayton Police are on-site and conducting an investigation.  
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POWER OUTAGE                                               
 
DETERMINE 

1. What happened?   
2. What time?   
3. Where?   
4. Inside/Outside? 
5. Was anyone hurt? 

- What is/are the victim’s condition? 
- Were they taken to the hospital?   
- Which one?   
- When? 
- How many people?  

6. Pinpoint location of power outage? 
7. How did it start?  When did it start? 
8. Is it a Saint Louis Art Fair issue or a City issue? 
9. What part of Clayton is affected? 

- Is the Fair affected? 
- Will the Fair continue? 

10. When was Ameren UE notified? 
11. Are power crews on-site now? 
12. What is the extent of the damage? 
13. Estimate when the power will return? 
14. What steps are being taken to ensure this doesn't happen again? 
15. Is this the first such incident at the Fair? 

 
TELEPHONE NUMBERS 
Clayton Police Department   Clayton Public Works    
- emergency   911   - emergency  911  
- non-emergency  314-645-3000  - non-emergency  578-2443   
  
 
Clayton Fire Department       
- emergency   911     
- non-emergency  314-290-8485      
  
Ameren UE (Emergency Outage) 800-552-7593 
   
SAMPLE STATEMENT 
At approximately XX:XX today, a main electrical power unit went down as a result of (broken line from 
street repair, car accident, power surge.).  As a result, power is out in the Saint Louis Art Fair footprint in 
Clayton.  Ameren UE crews were on-site within minutes, and are working to repair the problem.  No one 
was injured as a result of the outage. SLAF artists and vendors will be closed until power is restored. 
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INJURY INVOLVING WEAPONS                    
 
DETERMINE 

1. What happened?   
2. What time?   
3. Where? 
4. Inside/Outside? 
5. How many people were involved? 
6. What weapons were involved?  How many? 
7. Was anyone hurt? 
8. How many? 
9. How seriously? 
10. How did injuries happen? 
11. What is/are the victim’s condition? 

Were they taken to the hospital?   
Which one?   
When? 

12. Was anyone killed? 
13. Was the assailant caught/arrested? 
14. How soon were  emergency personnel and Cultural Festivals  notified? 
15. Was Saint Louis Art Fair totally/partially evacuated? 

For how long? 
16. Is it safe now? 
17. When will it be safe? 
18. Is this the first such incident? 

 
TELEPHONE NUMBERS 
Clayton Police Department    St. Louis County PD    
- emergency   911    - emergency   911 
- non-emergency 314-645-3000    - non-emergency   314-889-2341  
 
Clayton Fire Department        
- emergency   911     
- non-emergency 314-290-8485       
  
SAMPLE STATEMENT 
At approximately XX:XX today, a (man/women) was injured in a dispute with another (man/woman) at 
(location).  The injured party received (type of injury and where).  The full extent of the injuries are 
unknown at this time.  The victim was taken to (hospital).  The reason for the dispute is unclear, and the 
Clayton Police Department is on-site and conducting an investigation.  The other party involved (is/is not) 
in the custody of Clayton Police.  This is an isolated incident.  
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Cancellation of Event 
 
DETERMINE 

1. What happened?   
2. What time?   
3. Where?   
4. Inside/Outside? 
5. Is it a Saint Louis Art Fair issue or a City issue? 
6. What part of Clayton is affected? 

- Is the Fair affected? 
- Will the Fair continue? 

7. Is this the first such incident at the Fair? 
 
 
TELEPHONE NUMBERS 
Clayton Police Department   Clayton Public Works    
- emergency   911   - emergency  911  
- non-emergency  314-645-3000  - non-emergency  578-2443   
  
 
Clayton Fire Department       
- emergency   911     
- non-emergency  314-290-8485      
  
Ameren UE (Emergency Outage) 800-552-7593 
   
SAMPLE STATEMENT 
Today, the City of Clayton, The Clayton Police Department and Cultural Festivals made the decision to 
cancel the Saint Louis Art Fair, in light of the state of unrest in XXX.  It was a difficult decision that we 
felt was necessary to acknowledge what is happening there and the growing concerns of law enforcement 
and the public throughout Saint Louis and beyond.  
 
The Saint Louis Art Fair is presented by Cultural Festivals and is in its 22st year of production. 181 artists 
from around the country were juried into the event that was slated to run September XX-XX on the streets 
of Clayton. We are saddened by the situation in XXX and support our decision to cancel the Art Fair in 
light of what is happening and concern for the impact on our artists, vendors, volunteers and patrons. 
We look forward to presenting the 23rd annual SLAF on September 9-11, 2016. 
 
Cindy Lerick 
President and Executive Director  
Cultural Festivals, producers of the Saint Louis Art Fair 
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SECURITY/MEDIA                                           
 
Reference Information 
 
WHO SHOULD SECURITY CONTACT? 
If media representatives are at the Saint Louis Art Fair uninvited (i.e.: for something other than an 
organized event the media was contacted about) security should immediately contact: 
 
NAME/TITLE 
 Kari Logan, CEL Public Relations  1) by Radio 
      2) Cell: 612-998-0955 
 
 Cindy Lerick/Executive Director   1) by Radio 

      2) Cultural Festivals office:  314-863-4485 
3) Cell: 314-614-7152 

 
IF CINDY IS NOT AVAILABLE, PLEASE CONTACT: 
 Laura Miller    1) by Radio 
      2) Cultural Festivals office: 314-863-0292 
      3) Cell: 314-749-1998 
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MEDIA DO'S AND DON'TS                            
 
DO be polite in all of your dealings with the 

media; treat them with the same courtesy you 

extend to Fair-goers. 

DO ask the reporter or photographer for his or her 

name, the name of the media organization they 

work for, and the nature of the inquiry. 

DO offer to locate the PR team or the Official Fair 

spokesperson who can speak with the reporter 

or photographer. 

DO ask the reporter or photographer to wait for the 

PR team/Fair spokesperson at the Cultural 

booth, or, if safety is an issue, escort the 

reporter or photographer to another pre-

determined waiting area.  If necessary, station 

a guard to prevent media representatives from 

wandering. 

DO respond to the media by saying something 

similar to: "XXXX, who handles publicity for 

Cultural Festivals, would be happy to help 

you.  I'll contact her for you if you would 

please give me your name, the news 

organization you're with, and what you need.  

DON'T forcibly try to prevent the media from 

doing its job -- asking questions and 

taking pictures.  Do not touch a 

photographer's camera or try to cover the 

camera lens.  If a situation is extremely 

sensitive, escort the media outside the 

building and inform those present that 

Cultural Festivals policy does not allow 

media inside the area during crisis 

situations.  Again, offer to locate the PR 

team/Cultural Festivals spokesperson, 

and, again, station a guard with the media 

to prevent representatives from 

wandering. 

DON'T volunteer information to media 

representatives or feel pressured to 

respond to questions.  Always remember 

to refer media to the public relations team 

or a Cultural Festivals spokesperson. 
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WHAT TO KNOW ABOUT THE MEDIA        
 
1.   WHO IS THE MEDIA? 

The media is a group of print and electronic newsgathering organizations.  They gather information and 
present it to their readers, listeners or viewers.  It is very competitive and each media outlet wants to get the 
information to the public before the other.  Although aggressive, most reporters are not hostile and do not 
have a hidden agenda. 

 
2.   HOW CAN THE MEDIA HELP CULTURAL FESTIVALS? 

a)  The media is an obvious and attainable means of communicating and this provides Cultural Festivals 
with the opportunity to show the public what it is.  The media is interested in the Fair as a human 
interest, peek at what Missourians are doing on the weekend, etc. story.   

 
b) Although a crisis situation appears to be a time when the media is not wanted, it can actually be a very 

positive opportunity for Cultural Festivals to portray its image as a caring entity within the community. 
 
3. HOW DOES THE MEDIA RESPOND SO QUICKLY? 

a)  Most media outlets have police radio scanners; as soon as the police are called to the scene of a crime, 
news organizations are aware of the situation, have the location of the incident, and the basic 
information as to the nature of the incident -- at the same time police do. 

 
b) The general public has a fascination with the media and often will call news organizations with 

potential stories.  A witness to a crime, or even someone who received poor service, is likely to contact 
a newspaper or television station to tell their story before reporting it. 

 
c) News organizations have "crews" of reporters and/or photographers who are on the streets in search of 

news stories.  The number of crews available and accessible as well as the location of those crews 
determines how quickly the media arrives on the scene.  For example, if a photographer calls in sick, 
the station has fewer cameras to send out.  On weekends, sports often get the first nod for camera use. 

 
4.   WHAT DOES THE MEDIA KNOW? 

That depends on where the information came from initially.  Typically, a photographer or news crew that 
responds to a "spot news" or crime scene has minimal information and needs to gather the information at 
the scene.  It is very important, therefore, to present truthful and factual information in a timely manner so 
that the correct information is presented to the public.  For Cultural Festivals, the media is familiar with the 
event through press kits and press releases, as well as their own experiences at the Fair as a Fair-goer. 

 
5.   WHY CAN'T SECURITY TALK TO THE MEDIA? 

It is very important that Cultural Festivals staff assess a situation and determine what media response, if 
any, is appropriate.  In addition, that response must be clearly thought out and clearly presented so that 
there is no room for error on the part of the media.  Legal issues also need to be assessed before 
information is disseminated. 

 
6.   WHAT IF THE MEDIA BECOMES OVER ZEALOUS? 

If the volunteer personnel (the first people the media will come in contact with at Cultural Festivals) are 
polite and firm, it is doubtful that any photographer would be belligerent.  However, if the camera is on and 
a microphone put in a volunteers face, the volunteer should remain calm and state that information will be 
made available as soon as possible.  Then, escort them to the pre-determined media gathering spot and 
contact Cindy Lerick, Executive Director. 
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CULTURAL FESTIVALS                                
General Information 
 

 
As an FYI: 

§ The city of Clayton has a coordinated plan in case of an emergency.  Should such an emergency occur, 
Clayton officials have the legal responsibility to handle the incident and Cultural Festivals staff and 
volunteers will cooperate fully with city officials.  

§ Cultural Festivals staff had been made aware of what to look for in cases of emergency, vandalism, etc. 
§ Cultural Festivals has always worked with the Clayton Police.  Each year, the Fair has taken measures 

to increase security and taken precautions.  Obviously, we're not going to talk about those specific 
measures. 

 
NOTES: 
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EXECUTIVE DIRECTIVE 
 
 

 
Elected and appointed officials have a legal and moral responsibility to provide for the 
general peace, safety, and welfare of those citizens who attend the Saint Louis Art Fair.  
Underpinning this public trust is the Saint Louis Art Fair Emergency Operations Plan.  
As a planning instrument, it conveys the organizational and operational standards the 
City and staff of the Art Fair will rely on to manage an emergency situation occurring in 
the art fair site. 
 
Therefore, by virtue of the authority set forth in Sections 6-1 through 6-10 of the Code of 
Ordinances of the City of Clayton, and those powers which have been granted to the 
Director of the Saint Louis Art Fair, the undersigned hereby prescribe and adopt the 
following as the Emergency Operations Plan for the Saint Louis Art Fair.  This document 
shall be considered as the standard governing the actions of all personnel assigned to the 
Art Fair, and will serve as an addendum to the basic City Emergency Operations Plan. 
 
In those instances where an emergency or disaster-type incident is deemed to exceed the 
scope of the attached plan, the primary Emergency Operations Plan shall be placed into 
immediate effect.   
 
Revisions incorporating changes instituted after this date shall be distributed as required. 
 
 
 
 
________________________ 
G. Mark Thorp 
Fire Chief 
Emergency Management Director 
 
Issued: March 1, 2000 
Revised: August 12, 2003 
Revised:  July 8, 2004 
Revised:  July 29, 2005 
Revised: July 19, 2006 
Revised: June 24, 2013 
Revised: August 4, 2014 
Revised: August 7, 2015 
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SAINT LOUIS ART FAIR 
EMERGENCY OPERATIONS PLAN 

 
 

 
I.  STATEMENT OF PURPOSE 
 
This plan predetermines, to the extent possible, general guidelines and procedures that 
will allow the City of Clayton and cooperating Art Fair personnel to conduct efficient, 
effective, and coordinated emergency operations in the event of a natural or technological 
emergency.  The main thrust of such operations shall be to protect lives and property, 
preserve the continuity of legally mandated authority, and to provide for economic 
recovery in the aftermath of any emergency involving extensive damage or other 
debilitating influence on the normal functioning of the Saint Louis Art Fair. 
 
In addition, while the attached plan shall serve as the basic source document to deal with 
emergency situations at the Saint Louis Art Fair, in no instance shall the guidelines 
presented herein be construed so as to prohibit, exclude, or otherwise limit flexibility in 
the response to an emergency event.    
 
II. COMMAND AND CONTROL 
 
Under the authority granted by the Code of Ordinances of the City of Clayton, the City 
Manager shall have general overall control of emergency response and recovery efforts 
affecting the Saint Louis Art Fair.  The Fire Chief, who serves as the Emergency 
Management Director for the City of Clayton, shall be responsible to direct and 
coordinate tactical emergency operations.  In the event the Fire Chief is incapacitated or 
otherwise unable to perform his emergency management duties, the Chief of Police shall 
fill the position.  The Director of the Saint Louis Art Fair and the remaining City of 
Clayton department heads will then serve as an advisory council and shall be assigned to 
various ICS functions to manage emergency coordination and field operations groups.       
 
City of Clayton and Art Fair command and supervisory staff shall direct subordinate 
personnel and volunteer groups in those tasks that are suitable to the training and 
expertise of each individual unit.  However, under no circumstances will employees of 
the City be placed under the direct supervision and/or control of the Art Fair staff or 
civilian committee chairmen.     
 
Emergency operations will be directed and controlled from the EOC, at 10 S. Brentwood, 
Clayton, Mo (Clayton Police Department).  Upon learning of the existence of an 
emergency situation, department heads and the management staff of the Art Fair should 
proceed directly to the EOC to assist in planning response activities and to receive 
operational instructions.  
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A. Unified ICS System 
 

The Incident Command System (ICS) is a management system in which a 
combination of governmental resources and personnel operate within a 
common organizational structure to effectively manage an emergency 
incident.  The Chief of Police and the Fire Chief will jointly serve in a Unified 
Command element and will be responsible for the overall management of an 
emergency event.  Unified Command will then designate City personnel and 
Art Fair staff to handle specific tasks such as safety, liaison, operations, 
planning, logistics, finance, and public information.  
 
Sample command level assignments are: 
 

Incident Commander - Chief of Police/Fire Chief 
  Safety Officer - Fire Battalion Chief or Captain 
  Liaison Officer – Executive Director of Art Fair 
  Information Officer - City Manager/Art Fair Director 
 

1. Operations - Captain/Field Operations Bureau 
                                                               Fire Chief/Btn Chief – Fire Department  

       Superintendent – Public Works 
                                                               Deputy Director - Saint Louis Art Fair 

       Owner/Supervisor – Private Security 
 
  2.  Planning – Accreditation Manager 
                                         Lieutenant Administrative Division 
 

 3.  Logistics - Public Works Director 
              Director of Operations– Saint Louis Art Fair 
  
  4.  Finance - Finance Director   
  
Should a major emergency affect the Saint Louis Art Fair, the Fire Chief, or in 
his absence, another command rank officer from either the police or fire 
departments, shall initiate the Incident Command System to deal with the 
situation. 
 
Under the Unified Incident Command System, the initial incident commander 
will generally be expected to surrender his/her command responsibilities to 
another department representative at the time the major focus of the incident 
passes from one area of expertise to another. 
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B. Communications 
 

A variety of communications will be employed in an emergency situation to 
include radio, cellular telephone, written orders/documents, and person-to-
person exchanges.  In addition, the sound systems located on various sound 
stages and portable megaphones may be used to broadcast warning 
information or public safety instructions. 
 
The EOC will serve as the primary on-site communications center during an 
emergency incident and will coordinate its efforts with the East Central 
Dispatch Center.  As an operations center, it will serve as an information 
clearinghouse and all situation reports, orders, and other data will be routed 
through same.  Should an emergency prevent the use of the EOC, a secondary 
communications site will be established in an office building, or the 
responsibility will be transferred to the East Central Dispatch Center. 
 
All communications will be conducted in plain language and messages shall 
be kept as short and concise as possible. 
 
Communications logs, messages, etc. will be recorded and maintained as a 
matter of course.   
 
The Art Fair’s Catchwind text messaging system will be utilized to notify 
artists, performers, sponsors, non-profit partners, restaurant vendors, and 
volunteers of emergency situations. 

 
C. Medical/Fire 

 
The Fire Department will conduct all emergency medical services and fire 
suppression activities at the Art Fair.  Paramedics assigned to the event will 
routinely respond to reported injuries or illnesses, and following an 
assessment of the patient, will coordinate their activities with ambulance 
crews.  In the event a patient needs to be transported to a hospital, the 
paramedics will move the individual to a designated staging area, at which 
time they shall be transferred to an ambulance.  Should a large number of 
casualties result from an incident, Fire Department paramedics will establish a 
triage center in or adjacent to the Art Fair site, and activate the Fire/EMS 
Mutual Aid System to obtain assistance. 
 
In case of fire, the members of the Fire Department assigned to the fair will 
respond and assess the situation.  Pertinent information will then be relayed to 
City of Clayton fire apparatus, which shall be standing by at the fair 
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perimeter.  The fire incident commander shall then determine if fire apparatus 
are to enter the Art Fair site. 
 
Volunteers and contract security guards may be required to assist law 
enforcement officers and fire personnel in clearing a path through the Art Fair 
site for emergency equipment, or in establishing a security perimeter to screen 
patrons of the fair from a safety hazard.     
 

D. Law Enforcement 
 

Officers assigned to the Art Fair will be responsible to maintain public order 
and protect lives and property.  To accomplish that mission, police personnel 
working at the fair shall be positioned at a variety of fixed posts and roving 
patrol beats.  Each officer shall possess a portable radio to enable them to 
maintain contact with both the EOC and the East Central Dispatch Center. 

 
                  Criminal incidents and/or disturbances will routinely be handled by those  
                  officers positioned closest to the scene, with additional assistance provided by  
                  detectives and other uniformed personnel as necessary.  Should a limited  
                  number of arrests be made, the prisoner(s) will be conveyed to the perimeter  
                  of the Art Fair, at which time they shall be released to the custody of on-duty  
                  uniformed personnel.  Investigation shall be conducted by on-duty officers  
                  and detectives, who will also be required to complete prisoner processing  
                  and the appropriate incident report(s).  
 
                  Mass arrests will be handled in accordance with the Police Department’s  
                  “Civil Disturbance Plan.”   
 
       Lost children/adults and found property will also be the responsibility of the  
                  Police Department and should be delivered to one of the officers assigned to  
                  the Fire and Police Public Relations Booth. 
 
                  Volunteers should be alert for suspicious persons or items, acts of criminal  
                  activity, safety hazards, ill or injured individuals, and inter-personal disputes,  
                  and notify the closest uniformed officer.  Volunteers should not become  
                  personally involved in such incidents, but attempt to recall as much detail  
                  about the location and individuals involved as possible (e.g. hair color, age,  
                  eye color, height, weight, clothing, etc.).    
 
       In an emergency situation, volunteers should remain calm and follow the  
                  instructions provided by officers at the scene or the EOC. 
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E. Public Works 
 

The management and staff of the Public Works Department will be 
responsible to perform a variety of tasks during an emergency event.  These 
will include resource management, transportation management, utility liaison, 
search and rescue assistance, and debris removal.  The Director of Public 
Works, or his designate, shall oversee such activities, each of which shall be 
carried out in general accordance with orders issued by the Incident 
Commander. 

 
1).  Resources 
 

The Director of Public Works (or his designee) shall serve as the 
Resource Officer in an emergency situation.  Existing resources, 
available to both the Art Fair and the City shall be utilized as required 
and City officials will coordinate their efforts with the appropriate 
committee chairs for the Art Fair. Outstanding needs will be 
documented, and the required materials/equipment obtained from 
governmental or private sources. 

 
       Staging and open-air storage areas will be established as necessary,     
       with department personnel assigned to specific staff positions to  
       effectively manage the supply process.   
 
2).  Transportation 
  
       Vehicles assigned to the Public Works Department shall be utilized to  
       transport emergency supplies, material, and/or personnel as necessary.   
       Should additional resources be required, adjoining municipalities, St.  
       Louis County, METRO, and private contractors shall be contacted to  
       provide the necessary transportation assets. 
 
       Staging areas shall be established as necessary, with the drivers  
       instructed in regard to the appropriate ingress and egress routes.     
 
3).  Utility Liaison 
 
       In the event of utility disruptions as a result of an emergency, public  
       works personnel shall initiate contact with the appropriate utility   
       companies (electric, gas, water, telephone, sewage) and coordinate  

service restoration efforts.  Acting under the direction of the EOC, the 
Public Works Superintendent shall generally manage restoration 
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activities and will provide periodic status reports to the Director of 
Public Works.  

 
        

Conversely, in those instances where the transmission of electrical  
       service to a specific area of the Art Fair site must be severed, public  
       works shall utilize electric service disconnects to isolate the area in  
       question.  To assist in this process, such service disconnects should be  
       noted on each copy of the Art Fair site map.    

 
F. Private Security 

 
The ranking supervisor of the private security contingent will function as a 
liaison officer between City emergency officials and security employees.  To 
facilitate communications between the EOC and security field staff, the 
security supervisor will assist at the EOC in an emergency and serve as a 
conduit in relaying directions and information to the on-site security 
contingent. 

 
G. Volunteer Liaison 

 
The Art Fair Executive Director or her designate shall function as the primary 
volunteer liaison officer.  As such, the Art Fair Executive Director (or her 
designee) will check in at the EOC on a regular basis throughout the Art Fair.  
Upon learning of the existence of an emergency situation, the Art Fair 
Executive Director will proceed directly to the EOC to assist in planning 
response activities and to receive operational instructions. Acting under the 
authority of the Emergency Management Director, instructions and/or 
requests for the deployment of personnel and resources shall then be 
forwarded to various staff members and committee chairmen.  Should 
problems be encountered by volunteer personnel, the information will 
subsequently be relayed to the Emergency Management Director and 
corrective action initiated. 
 
To facilitate communications and provide for the safety of volunteer 
personnel, the Director of the Saint Louis Art Fair should have a roster of all 
committee chairmen and the individuals assigned to work with each specific 
group.  A copy of this roster shall be maintained at the EOC. 
    

H. Public Information 
 

The City Manager, or an alternate City official, will serve as the Public 
Information Officer for any emergency incident involving the Art Fair, with 
the Executive Director of the Saint Louis Art Fair acting as his deputy.  City 
employees and volunteer personnel will refrain from public comment or 
interview and shall direct all news media inquiries to their attention.      
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                  Depending upon the type of incident, the free movement of news media                   
                  personnel may be restricted to certain viewing areas or to the edges of a  
                  security perimeter.  The EOC will provide direction in either case.  
 
III. EVACUATION 
 
Members of the public, volunteer personnel, vendors and their employees, and 
participating artists will be evacuated from actual and potential danger areas.  This may 
constitute a single street, several streets, or the entire fair site.  A series of public 
announcements by the EOC shall precede each evacuation. Individuals will then be 
ushered from the affected area by uniformed officers with assistance from other 
emergency service workers and volunteers.  Artists and vendors shall not be permitted to 
remove their property in an emergency evacuation. 
 

A.  Temporary Mass Shelters 
 
                  In the event of severe weather or a different type of emergency situation  
                  which requires relocating the public to temporary below-ground shelters, the  
                  underground levels of nearby parking garages and office buildings shall be  
                  utilized as mass shelters.  Potential shelters are: 1) 10 S. Brentwood, Heritage  

      Building Garage, 2) the parking garage at 120 S. Central, 3) *the parking 
      Garage at Commerce Bank, 11 S. Meramec, 4) *the parking garage at Bank of 
      America, Forsyth and Bemiston, 5) the Apex Oil parking at 8182 Maryland, 
      6) the Graybar Building parking garage, 34 N. Meramec, 7) *the parking  
      garage at Carrollton Bank, 7911 Forsyth, 8) the parking garage at Huntleigh 
      Financial Services, 8000 Maryland Avenue, and 9) the parking garage at the 
      St. Louis County Library, Central Maryland.  Each shall be designated as an 
      emergency shelter by one or more signs.  

 
Volunteer and security personnel will assist the public in locating and 
reaching the above shelter areas, and a small group of volunteers will be 
assigned to specific locations (noted above) to answer questions and provide a 
stabilizing presence.  Such assignments will be determined by the Art Fair  

                  staff prior to the commencement of the Art Fair.  In addition to the preceding,  
                  a uniformed police employee will also be assigned to each individual shelter  
                  to maintain order and serve as a communications link to the EOC. 
       Should individuals refuse to seek recommended shelter, they are to be left to  
                  their own devices.  No attempt will be made to coerce members of the public  
                  to take cover against their will.             
 
 
 
*Shelter Areas with assigned Art Fair Committee Chairs 
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IV. ACCESS ROUTES/STAGING AREAS 
 
Contingent upon the situation, each of the various streets which run through the Art Fair 
site may serve as ingress and egress routes for emergency workers and equipment.  Once 
the necessary access routes have been designated, emergency service workers, with the 
assistance of volunteer personnel and security staff, will clear all booths and pedestrians 
to the side of the street.  Ingress and egress routes will then be kept clear of foot traffic to 
allow free passage of arriving/departing vehicles and equipment. 
 
The Fire Department will utilize the intersections along the edges of the fair site as their 
initial staging areas, with a secondary staging area located at Corporate Park on south 
Brentwood Blvd.  Should additional police personnel be needed at the fair, incoming 
units from other agencies will stage in the parking garage at 10 S. Brentwood and then be 
committed by groups.  Finally, Public Works will stage additional equipment and 
manpower at the Clayton Municipal Garage.  Once adequate assets have been gathered 
together, they shall be deployed as needed.  
 
V. HAZARDS INDEX 
 
Urban in character and setting, the Saint Louis Art Fair is vulnerable to many different 
types of hazards, all of which have the potential to disrupt the event, cause damage, and 
inflict civilian casualties.  Possible hazards include, but are not limited to: severe weather, 
utility disruption, civil disturbances, fire, terrorist incidents, and earthquakes.       
 

A. Severe Weather 
 

Rapid weather changes are common to Missouri and are often accompanied 
by severe storms.  Thunderstorms and tornadoes are the two most prevalent 
types of severe weather, both of which will routinely produce high winds, 
lightning strikes, hail, and flash flooding.    

 
                  Art Fair Staff/Volunteer Instructions: 
 

• Watch for signs of approaching storms. 
• Monitor National Weather Service Broadcasts. 
• Obey police and fire instructions.  
• Attempt to secure all supply/equipment items that may be damaged. 
• Assist artists in securing or removing their merchandise. 
• Do not congregate in groups and stay away from trees and poles. 
• Aid the public to exit the site or reach a shelter area. 
• Seek shelter indoors or below ground in case of a tornado. 
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• Remain calm and avoid spreading panic.  
          
 
 
 

B. Utility Disruption 
 

Utility disruption is the loss, or extended interruption, of electricity, water, 
gas, sewage, or telephone service.  Each are essential to the normal 
functioning of modern day society, yet the interlocking networks of cables, 
lines, and pipes through which service is provided are susceptible to breaks or 
other types of failures.    

 
                  Art Fair Staff/Volunteer Instructions 
 

• Assess the problem. 
• Post volunteers at a safe distance to keep the public away from the 

problem. 
• Advise the EOC of the situation. 
• Advise the Art Fair Director and Deputy Director of the situation. 
• Assist in enabling repair crews to reach the site. 
• Remain calm and avoid spreading panic.  

 
C. Civil Disturbance 

 
A mass civil disorder occurs when a group of individuals unlawfully engage 
in either passive or aggressive civil disobedience.  Such disturbances may 
include assault, arson, property damage, trespassing, and/or other criminal 
violations.             

         
                  Art Fair Staff/Volunteer Instructions 
 

• Do not attempt to intervene or otherwise become involved. 
• Notify EOC as soon as possible. 
• Attempt to escort artists and innocent bystanders away from affected area. 
• Remain calm and avoid spreading panic.  

                 
D. Fire 

 
A fire is an uncontrolled burning in a structure, vehicle, or open area from 
natural, human, or technical causes.  There are several different types of fires, 
identified by either their source or the materials involved, which are listed as 
follows:  1).  Combustible Fires, 2).  Flammable Liquid Fires, 3).  Gas Fires 
and  4).  Electrical Fires. 

 
                  Art Fair Staff/Volunteer Instructions 
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• Assess the problem. 
• Notify Police/Fire EOC as soon as possible. 
• Assist burn victims to safety, if feasible to do so. 
• Extinguish fire if means exist to do so safely. 
• Escort artists and public away from fire scene. 
• Assist police and fire officials in clearing access routes to fire scene. 
• Remain calm and avoid spreading panic.  

 
                  

E. Terrorist Incident 
 

A bomb threat will be the actual or threatened placement of an explosive 
device within the Art Fair site.  This may take the form of a car bomb, pipe 
bomb, grenade, or other delivery system, and utilize a variety of explosive 
materials and detonating mechanisms.  Blast effects, shrapnel, and/or fire pose 
the most direct threats to human life in such instances, the extent of which 
shall be predicated upon the size of the device in question.  

 
       Thus terrorist incidents may involve conventional weapons such as firearms or   
                  a bomb, or unconventional weapons such as chemical, biological, or  
                  radiological devices.  The delivery systems of the latter type weapons may  
                  vary from airborne releases via explosives or aerosols, to direct contamination  
                  via ingestion or absorption through the skin.     
 
                  Art Fair Staff/Volunteer Instructions 
 

• If a suspicious package or activity is located or observed, proceed to the 
nearest uniformed police officer and advise them of the situation. 

• Do not use a portable radio or cellular phone to transmit this type 
information but do so in person. 

• Do not attempt to move or search the package. 
• Do not attempt to accost suspicious persons but monitor their activities 

and report to the nearest officer.  Attempt to recall as much precise detail 
as possible. 

• If widespread medical symptoms are immediate and obvious, attempt to 
recall the details and report the incident to the nearest police or fire 
official. 

• If police deem threat to be serious, assist officers in establishing an 
isolation zone a minimum of 300 feet in all directions. 

• Aid artists and members of the public in exiting the affected area. 
• Do not attempt to assist those people who may be victims of a chemical or 

biological attack as they may be contaminated and/or contagious. 
• Be prepared to undergo decontamination procedures, if necessary. 
• Remain calm and avoid spreading panic.  
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F. Earthquake. 
 

An earthquake is a trembling or shaking of the earth’s crust caused by 
underground volcanic forces, or the breaking or shifting of rock beneath the 
surface which is generated by the sudden release of accumulated stress along a 
fault.  The shaking that an earthquake generates may start out gently at first 
and then grow more violent, or the quake may announce itself via an initial 
violent jolt that evolves into sustained shaking.  In either event, the actual 
movement of the ground through fault displacement, tectonic uplift, or 
subsidence is seldom the cause of human death or injury.  Most casualties 
result from falling objects and debris as an earthquake shakes, damages or 
demolishes buildings and other structures. 

 
                  Art Fair Staff/Volunteer Instructions 
 

• If inside, stay inside.  If outside, stay outside. 
• Duck under cover (e.g. tables, desks, etc.) and hold on. 
• Avoid poles, chimneys, and over-hanging structures. 
• Be prepared for aftershocks. 
• Assist with injured. 
• Aid survivors to exit the Art Fair Site. 
• Begin to clean up debris. 
• Assist police and fire officials as necessary. 
• Remain calm and avoid spreading panic.  

 
VI.  DOCUMENTATION 
 
Reports and records in regard to emergency operations will be maintained in as thorough 
and complete manner as possible.  Such records should include, but not be limited to: 
1).  Command Decision Making, 2). Communications, 3). Costs, 4). Damage to Facilities 
and Equipment, 5). Injuries, and 6). Status and Needs Reports.  Following stabilization of 
the event, assembled documentation shall be used to address liability issues, satisfy 
federal assistance requirements, and provide a basis for future planning and review. 
 
A copy of the recorded file of all incidents reported to the Police Department to be 
submitted to the Art Fair Executive Director at the end of the event. 
 
VII.  PLAN REVIEW AND MAINTENANCE 
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This plan shall be reviewed on a periodic basis, with all pertinent additions, deletions, or 
other changes incorporated into the document as needed. 
 
 
 
 
VIII. DISTRIBUTION 
 
Copies of this plan shall be distributed to appropriate City employees, East Central 
Dispatch Center (ECDC), the Saint Louis Art Fair staff, and pertinent volunteer 
committee chairmen. 


