
Emergency Procedures – Park Stages (2012)

General Notes

With any large public event such as the Ottawa International Jazz Festival, many different
emergencies are likely to occur at one time or another.  These emergencies could include
medical, violence or threat of violence, theft, vandalism, power outage, toxic spill, fire or
severe weather.

What you should do in any of these situations must be governed by common sense to
minimize the danger to people and property.  The following notes provide suggestions to
guide Stage Coordinators and Volunteers, but specific additional direction may be provided
to suit a particular circumstance.  Guidance for evacuation of Confederation Park or Marion
Dewar Plaza is provided later in this document. 

There are public agencies in place to assist in resolving many emergencies.  Whenever
necessary they should be notified as soon as possible.  For example, contacting 9-1-1 will
invoke the help of police, medical and fire personnel.  

In addition to 9-1-1 or any other action in an emergency situation, advise the Manager
Security and Risk Management (Operations) of the details of the event at tel. 613-___-
____.

Medical Emergencies:

We have first aid kits backstage at the Canal Stage and the OLG Stage for
minor medical issues such as cuts, slivers and the like.  Riek van den Berg is
a qualified nurse, and if she is nearby, contact her for assistance.  If you need
immediate serious medical attention or you see someone who does (e.g. is
unconscious, cannot talk, is not breathing, has weak or no pulse, is bleeding
significantly, has an obvious broken bone, has fallen and possibly hit their
head, is not making sense):

• Stay calm.
• Call 9-1-1, or if you do not have a phone or radio and cannot find anyone nearby

who has one, call loudly for help.  Provide location information to the 9-1-1 operator
and send a reliable person to the meeting point agreed with 9-1-1 to guide help back
to the area of the emergency.

• Ask for help from any nearby first-aiders and begin first aid treatment to the extent of
your ability, making sure there is no danger to you or the victim.

• Contact Operations, but only after 9-1-1 has been contacted and First Aiders have
been summoned.

• Do not move an ill or injured person, unless it is essential for their safety.
• Comfort and reassure the victim.

It’s never a bad idea to be prepared.  Consider taking First Aid, Cardio-Pulmonary
Resuscitation (CPR) and Automated External Defibrillator courses.
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Violence or Threat of Violence (including hostage-taking):

A threat of violence is a situation in which anyone is threatened verbally,
physically or by any other means that violates physical or psychological well-
being.  If this happens: 
• If possible without jeopardizing your safety, contact your Stage Team

Coordinator, the Site Coordinator, Mike O’Neil/Operations, any Site
volunteers or anyone else who could alert Festival Security or call the
police at 9-1-1 if necessary.

• If possible, stay clear of the area and warn others to stay clear.
• Do not antagonize the individual(s) and avoid being hostile.
• Follow instructions.

Theft or Vandalism:

If you happen on theft or vandalism in progress:
• If possible, withdraw from the scene and call 9-1-1 as soon as possible.
• Do not challenge the perpetrator(s) and avoid being hostile.

Power Outage:

A power outage may be short- or long-term.  The situation should guide your
actions, but generally:
• Stay at your post if it is safe to do so.
• Power down electrical equipment if possible.

• Using flashlights for lighting; provide guidance to others as required.

Toxic Spill:

Hazardous or toxic material spills can be liquid, solid, or gas.  Contact with
some materials can cause serious injury or even death.  Containers should be
labeled to indicate their contents and any hazards they present.  If the
contents are unknown, treat as hazardous.

• Contact Operations in the event of any spill of hazardous, toxic or unknown material. 
This includes gasoline, propane or cleaning fluids.

• Do not open, move or handle the material.
• Isolate the item, area or spill.
• Move all people away from the area of the spill.
• Do not use cell phones or other electronic devices near the spill.

Fire:

If you discover smoke or fire;
• Contact Fire Services by calling 9-1-1 if the fire presents an immediate

danger.
• Use a nearby fire extinguisher to try to put out the fire if it is a small,
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contained one.
• Move away a safe distance if the fire is large and warn other non-emergency

personnel from entering the danger zone.
Be prepared in advance by identifying the location of the nearest fire extinguisher and
primary and secondary escape routes from the area in which you will be located.

Severe Weather:

Lightning, hail, heavy rain and strong wind are all weather possibilities
during the summer period when we hold the Jazz Festival.  We have
had these kinds of storms many times in the past and suffered no
serious damage, but we need to be prepared in case of worse events. 
Your coordinator will provide direction in these circumstances.  Stay
calm and follow instructions.

First and foremost we must do whatever is necessary to protect people, but we must also
take reasonable steps to protect the electronic equipment and musical instruments from
damage.

People:
Evacuation of the site may be prudent under certain circumstances and this course of
action will be initiated by the Executive Producer or her designate.  It would be a two-stage
process if there is enough time; - an ALERT issued by radio describing the nature of the
emergency (it could also extend beyond weather to something like a bomb threat or the
like) followed up when necessary by an ORDER to evacuate in accordance with
established procedures if possible.  An ALL CLEAR will be issued when it is safe to return
to regular activities.

We have two levels of shelter for people at both sites; - under the tents and in the trailers. 
Both tents are relatively safe in storm conditions except for extremely heavy winds in
excess of 100 km/h.  In case of lightning, do not touch the metallic structure of the tent,
stage or stage truss.  Artist liaison will direct artists to their trailers during a severe storm.  If
evacuation of the site is ordered, Canal Stage personnel should take shelter in the NAC
Stage Door/Loading area or, as a second choice: inside City Hall.  OLG Stage personnel
should take shelter inside City Hall.

Stage Coordinators maintain a list of people on each shift and will verify that all volunteers
are accounted for in case of an evacuation.

Equipment and Instruments:
If severe weather is predicted, all unused equipment and instruments should be protected
by tarping or stowing in the PODS so they will not need last minute attention if a storm hits. 
In addition, tarps and other protection should be prepared in case they are needed.  If it is
necessary to leave the site, equipment cabinets should be secured as they would be
overnight and all equipment on stage and backstage should be tarped securely.  Take the
cookies with you in case the emergency lasts a few days.

Revised 2012/06/09 3 of 3


