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



Overview Information

Based in Clayton, Missouri, Cultural Festivals 
takes to the streets of downtown Clayton every 
September to produce the Saint Louis Art Fair. For 
three days spanning Friday, Saturday, and Sunday, 
over 130,000 patrons stroll from booths to stages 
to experience the various entertainments. Among 
all the Saint Louis Art Fair has to offer, it is most 
known for its collection of thousands of pieces 
of fine art and craft from artists all over North 
America. These artists apply from all over months 
in advance and undergo a competitive jury process 
to receive the opportunity to display and sell 
their craft from their booths Art Fair weekend. To 
accompany some of the best art in the country, 
the Saint Louis Art Fair exhibits musicians and 
other performers on its three stages for its guests 
to enjoy, along with food and beverages from 
the city’s best restaurants and food vendors. For 
the children attending the Saint Louis Art Fair, 
the Creative Castle is for them. Free, hands on 
art activities are offered to children ages three to 
twelve, fostering a love and appreciation for art at a 
young age. The event as a whole offers something 
for everyone to enjoy in an environment like 
no other.

The Saint Louis Art Fair came to fruition in 1994. A 
handful of dedicated St. Louisans’ passion for the 
arts guided their pursuits to create an event to 
bring artists and the community together. For the 
last 24 years, the Saint Louis Art Fair, produced by 
Cultural Festivals, has seen growth and progress 
with the introduction of the Emerging Artist as 
Entrepreneurs program in 2014 and the Student 
Art Aficionados program in 2017.

In the event of an emergency or disaster, Cultural 
Festivals and the City of Clayton have worked 
together to develop a detailed and Emergency 
Operations Plan (EOP). Unique to the infrastructure 
and individual aspects of the city, the plan provides 
the City of Clayton and Saint Louis Art Fair 
personnel with the tools to respond effectively 
and efficiently in case of any problem, big or small. 
The main purpose of the EOP is 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 Crisis Communications Program aims to protect 
all artists, staff, volunteers, and attendees of the Saint 
Louis Art Fair. In 2017, over 130,000 people attended 
the Fair September 8th, 9th, and 10th.

Cultural Festivals partners with the City of Clayton 
Police and Fire to craft the Emergency Operations 
Program. To formulate this plan, all that was required 
was the negotiation and continuous conversation with 
the emergency response personnel of Clayton, and 
therefore did not contain a budget or revenue.

The Crisis Communications Plan is specifically designed 
to handle situations specific to the Saint Louis Art 
Fair and its existence in downtown Clayton, Missouri. 
Therefore, the duration of the program extends only 
to Art Fair weekend, but it revised and discussed year-
round with Cultural Festivals staff and Clayton Police and 
Fire. This program has been a crucial part of the Saint 
Louis Art Fair for 17 years and is modified each year.

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. Event management teams and 
key volunteers are briefed prior to Art Fair weekend 
regarding emergency procedures in order to maintain 
congruency in response in case of situations 
requiring action.
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Fortunately, the Emergency Operations Program’s 
resources and procedures have not seen 
substantial use in the past years. However, with 
the unpredictability of Missouri weather, the 
program has been utilized to handle events such 
as high winds and storms like those that were seen 
in 2007, 2012, and 2014. In addition to sharing 
critical contact information to address a wide 
swath of occurrences, the crisis communications 
plan addresses more than one dozen specific 
emergency situations requiring procedural action 
by designated response personnel. These events 
include: protest, fire, power outage, weather, 
traffic-related injury, and a bomb threat along with 
several others. Therefore, if the Saint Louis Art 
Fair were to see a need to enact this program, the 
appropriate measures would be taken to address 
the situation.

In 2017 the City of Clayton suggested adding 
an additional layer of protection at specific 
intersections. Intersections that allowed vehicles 
to gain speed and potentially enter the festival 
site were identified and the City placed concrete 
planters in front of the water-filled jersey barriers 
already in place. While the concrete planters 
provide the extra layer of protection, they also add 
a more aesthetically pleasing appearance with the 
inclusion of floral planters within the barrier. The 
city also moved their smaller concrete planters, 
normally located on the corners of the sidewalks, 
to the center of the sidewalk to deter a vehicle 
from driving down a sidewalk. These changes and 
improvements stemmed from conversation with 
Clayton Police and Fire regarding tragic events 
at other festivals around the world, such as in 
Nice, France in 2016. Created with the safety and 
protection of the participants, attendees and 
staff of the Saint Louis Art Fair in mind, the Crisis 
Communications Plan gives a peace of mind to 
those planning, working, and attending the Saint 
Louis Art Fair every year.

Crisis Communications Plan
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provide measurable results/ examples.
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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 314-589-2500  

 

▪ Clayton Fire Department 314- 290-8485  

 

▪ Cultural Festivals Interim Executive Director, Laura Miller 314-749-1998  (cell) 
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CONTACT SHEET                                          
Cultural Festivals and Media Phone Numbers 

 

 

NAME/TITLE                          HOME               CELLULAR        OFFICE______  

 

Laura Miller, Interim Executive Director    314-749-1998 314-863-0292 

 

Kari Logan, CEL PR      612-998-0955 

 

 

 

Gary Feder, 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 

 

Paul Mercurio,  Acting Clayton Fire Chief    314-713-3201      314-290-8487 
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MEDIA CONTACTS                                        
 

TELEVISION       Assignment Desk 

(2) FOX TV  desk:    314 -213-7831   M-F: Mick Bond/Greg Palmero 

         Mornings: Glen Siebold 

    fax:  ---     Weekend: Paddy McPhillips 

   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: 314–444-5125   M-F: Ed Rich 

   fax: ---     Weekend: Diane Bonilla 

   newstips@ksdk.com        

 

  

DAILIES 

St. Louis Post Metro: 314-340- 8888  

        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 

- Laura Miller, Cultural Festivals Interim Executive Director 

 - Gary Feder, 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.  

- 15 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. 

 

 

 

 

 

ON-SITE EMERGENCY SITUATION 

ANALYSIS 
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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. 

 

TYPES OF EMERGENCIES                            
 

1. Crisis/emergencies that may require Cultural Festivals comment: 

- Accidents with Injuries/ Medical (heart attack, fall) 
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- 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 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PROTEST                                                             
 

DETERMINE 

1. Who is the protest group?   
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 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 314-645-3000     

 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

VANDALISM                                                       
 

DETERMINE 

1. What area of the Saint Louis Art Fair was vandalized? 

2. Where specifically? 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BOMB THREAT/EXPLOSIVES                      
 

DETERMINE 

1. What happened?   

2. What time?   

3. Where?   
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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 

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.   

 

 



 

 13 

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  314-578-2443   

  

 

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  314-578-2443   

  

 

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 23rd 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 24th annual SLAF on September ___, 2017. 

 

Laura Miller 

Interim Executive Director  

Cultural Festivals, producers of the Saint Louis Art Fair 

 

 

 

 

 

 



 

 23 

 

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 

 

 Laura Miller/Interim Executive Director  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: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


