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Press Liaison will notify and be the ongoing liaison with the Duty Press Officer in PAD 07738 135619.  If approached by any media they would direct them to the Duty Press Officer.  
ox.ac.uk/public-affairs/contact

In a major incident the Director of Public Affairs and Communications (PAD) would have overall responsibility for communications.  
If not contactable then the Head of Corporate Communications 
See: ox.ac.uk/public-affairs/contact for contact no.s
The Event Manager is responsible for the logistical, practical elements relating to the crisis and event.  In the first instance they will notify the Emergency Services/ Security.  Security – via radio or emergency number is 289999 and the control room is 272944.  They will also liaise with suppliers ie venue, caterers.
 
Make it clear that you are the point person in this situation and they should not say anything unless instructed by you to do so.  


Incident Team Leader's Role 
at an event should a crisis occur
(In the event of a serious security issue Security Services would take charge of the situation, but you would liaise with them and be responsible for decisions taken on issues they are not concerned with ie could/should event continue at another venue?)


Reassure the event host that you will take care of the situation.  Make it clear that YOU are the person in charge.


Assemble the pre-identified Incident Communications Team and take some decisions on how to proceed.
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