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1.0 Event Details 

 

1.1 Event Place & Time 

 

Name of Event:  Annual General Assembly 

 

At the present time, no other events which might possibly result in a gathering in excess of 500 

people are planned or anticipated.   

 

However, if in the future, other occasional events of a similar scale are scheduled, such 

events will follow the same procedures contained in this event management plan and will be 

in compliance with Town of Dover Code.  If any such future events require modifications to 

this event management plan, those changes shall be provided to the Town of Dover Code 

Enforcement Officer for approval prior to the event.   

 

Address of Event:  World Olivet Assembly (the “Center”) 

115 Dover Furnace Road, Dover, NY 

 

Details of Venue:  

 

The leadership of World Olivet, known as the General Assembly (the “Assembly”), gather 

from around the world for annual three-day conference held in late October. 

 

Estimated Number of People expected to attend:   500  

 

Details of how your event will run, including details of all activities:  

 

The Assembly is an invite only event, with approximately one third (150+/-) of the attendees 

living within a 20-mile radius of the Center.  The remainder of attendees arrive via the Harlem 

Valley/Wingdale Railroad Station and NYC area airports by way of World Olivet Assembly 

(WOA) shuttle or rental car.  

 

Upon arrival, each participant is registered at the Main Office (Building 1), provided a name 

tag and a schedule of religious services, conference sessions and meals. The Assembly starts 

8 am Sunday morning with a religious service followed by conference sessions almost 

continuously throughout the next three days.  

 

Participants are provided overnight accommodations on site, locally at nearby homes, or hotels 

in Danbury, CT.  Participants would be transported to and from their overnight 

accommodations by shuttle van, carpool or rental car. 

 

The Assembly will end at 9 pm Tuesday evening, with attendees leaving Tuesday night or 

throughout the day on Wednesday.  Attendees will generally use the same means of 

transportation for their departure as they did for arrival.   
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Date and Times of Event: 

 

Attendees Arrival:   Friday-Saturday 

Event Schedule:   Sunday:  8 am to 9pm 

Monday:  8 am to 9pm 

Tuesday:  8 am to 9pm 

Attendees Departure:   Wednesday 

 

Event Manager:   John Vivian  

Phone (Cell):  (404) 702-9481 

Email:   johnv@worldolivet.org  

 

2.0 Insurance   

 

Name of Insurer:  Lloyd’s of London 

    

Address:   Snellings Walters Insurance Agency 

   1117 Perimeter Center West 

   Suite W101 

Atlanta, GA 30388 

 

Policy Number:  #W1D19F160101 

 

Attachment 1 - Sample Certificate of Insurance 
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3.0 Event Venue 

 

3.1  Potential Hazards 

 

There are no unusual hazards expected during the three-day event.  Attendees have a full schedule 

each day and there is a little or no time for recreation or non-event related activities.  

 

While attendees are encouraged to not bring families, inevitably some will.  Based on previous 

assemblies, up to 40 children could be at the Center during the three-day event.   

 

Any children attending the event will utilize the onsite day care center located in Birch Lodge.  

The day care center will be properly licensed by New York State and all operations will be 

conducted in compliance with federal, State and local laws.    

  

3.2  Site Plan 

 

Refer to Attachment 2. 

 

3.3 Contingency Plan 

 

In an effort to maintain a safe environment throughout the year, WOA has met with JH Ketcham 

Hose Co, who have been provided a map of the campus.  They are familiar with the location and 

name and/or number of each building, which will assist in responding to 911 calls in the unlikely 

event they are needed.  

 

In the unlikely case of an accident, the Event Manger would be notified and 911 called, if the 

accident warranted.  The Event Manager will maintain a list of emergency numbers, which will be 

used as needed 
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4.0 Traffic and Parking  

 

4.1 Traffic and Parking Plan 

 

Approximately one third (150+/-) of the attendees will come from within a 20-mile radius of the 

Center.  Local attendees would be encouraged to carpool to the Center. 

 

The majority of the attendees (250+/-) will arrive via the Harlem Valley/Wingdale Railroad Station 

and NYC area airports by way WOA shuttle van or rental car.  Shuttle vans would start during the 

day Friday with all participants arriving by Saturday evening.   

 

While attendees are encouraged to use public transportation, WOA shuttle vans or carpool, based 

on previous assemblies, some will likely rent vehicles.   Approximately 100 attendees could arrive 

by way of rental car. 

 

Between vehicles used for carpooling and people traveling via rental car, it is expected that 

approximately 175 automobiles will travel to and from the site during each day between Saturday 

and Wednesday 

 

A nominal increase in traffic would occur prior to 8 am and after 9 pm on Sunday, Monday & 

Tuesday as attendees travel back and from overnight accommodations.  This number of trips is not 

expected to have any impact on the local road network or require the need for event related traffic 

management.  On arrival and departure days, trips would be spread out throughout the day and 

evening as attendees travel schedules will vary. 

 

Primary parking areas will be the lot adjacent to the Main Building (Building 1), which can 

accommodate 75 vehicles and the parking areas adjacent to Hayden Hall (Building 18) and the 

Elmwood Hotel (Building 19), which can accommodate 100 and 75 vehicles, respectively. Shuttle 

vans, when not in use, will park in the Main Building parking lot. 

  

4.2 Road Closures 

 

No road closures or traffic detours are needed. 
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5.0 Incident Management Plan 

 

5.1 Incident Control Center 

 

The WOA Main Building (Building 1) located on Dover Furnace Road would serve as Incident 

Control Center.  Refer to Site Plan. 

 

Communication conducted on the day of the event between the Event Manager and WOA staff 

would be via cell phone and/or walkie talkie.  

 

Approximately 30 staff will be on duty during each of the three days.  Along with a larger than 

normal kitchen and maintenance staff, there are expected to be 6-8 shuttle drivers and another 6-8 

Event Coordinators, who will be assisting attendees with shuttle service, registration, overnight 

accommodations, directions, and any other needs throughout the three-day event.  

   

Communication will be conducted with invited attendees via email and website postings prior to 

the event and in person on each day of the event. 

 

5.2  Incident Management Contact Details 

 

Any medical or other incident will be reported to Event Manager: 

 

Event Manager:   John Vivian  

Phone (Cell):  (404) 702-9481 

Email:   johnv@worldolivet.org  

 

In case of emergency, 911 will be called immediately. 

 

5.3  Fire Fighting Equipment 

 

In the event of fire, the JH Ketcham Hose Co will be contacted at 911. 

 

5.4 Lost Property 

 

Lost property will be sent to the Main Building (Building 1).   
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6.0 Public Health 

 

6.1 Outside Vendors 

 

There will no outside vendors selling food.  However, catered food will be brought in for two 

dinners. 

 

6.2. Alcohol 

 

There will be no alcohol served at this event. Alcohol is prohibited at all times. 

 

6.3. Restrooms 

 

Restrooms will be available in the following buildings:   

 

Building Restrooms 

Building 1 – Main Office/Chapel 

 

8  

Building 2 6  

Building 3 10 

Building 4 6 

Building 14 - Elmwood Hotel 8, 3 accessible 

Building 18 - Hayden Hall 2, both accessible 

Building 19 – President’s Office 2  

Total 42 

Facilities staff will be responsible for the cleaning of restrooms, which will be coordinated by the 

Event Manager.  

 

6.4  Water 

 

The source of the water will be well water.  Extra water will be supplied to patrons on very hot 

days if needed. 

 

6.4 Waste Management 

 

Garbage will be checked throughout each of the three days by the facilities staff and will be 

removed when full. 

 

6.5 Noise 

 

There will be no excessive noise related to event.  No outdoor public address (PA) system is 

proposed. 
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7.0 Public Safety 

 

7.1 Security  

 

Attendance at the Assembly is by invite only.  All attendees will register at the front desk upon 

arrival.  A list of guests will be maintained for each annual event. 

 

Furthermore, WOA will provide the NYS State Police and Dutchess County Sheriff with an 

event schedule one week prior to the event. 

 

7.2 Temporary Structures 

 

No temporary structures (e.g., tents) will be required.  All conference sessions will take place 

within the existing buildings. 

 

7.3 Gas Cylinders 

 

There will not be anyone using portable gas cylinders. 

 

7.4 Fireworks and Pyrotechnics 

 

There will not be any fireworks and pyrotechnics at the event. 
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8.0 Event Promotion 

 

8.1 Ticketing 

 

There are no tickets for the event.  Attendance is by invite only. 

 

8.2 Wayfinding 

 

The following signage will be permanently installed at the Center prior to the first Assembly. 

 

 Parking 

 Directional 

 Main Office 

 

8.3 Promotion 

 

There is no public promotion of this event. This event is held exclusively for invited members of 

WOA.
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9.0 Useful Contact Numbers 

 

Dutchess County Sheriff 

- Emergency Number:   911 

- Main Number    (845) 486-3800 

  

New York State Police – Troop K – Zone 2 

- Emergency Number:   911 

- Main Number:    (845) 877-3669 

 

Fire-Rescue-EMS JH Ketcham Hose Co. 

- Emergency Number   911 

- Main Number   (845) 877-6891 

  

New Milford Hospital 

- Emergency Number  911 

- Main Number   (860) 210-5500     

 

Town of Dover Supervisor   (845) 832-6130 

 

Town of Dover Code Enforcement  (845) 832-6111  
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Attachment 1 - Sample Insurance Certificate 



 

11 

 

Attachment 2 – Site Plan 

 

To be provided upon completion of Phase 1 Site Plan Review/Special Use Permit 
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