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This guide provides general information to event organiser to help them plan, organise and manage an event safely.

For the purpose of this guide, an event is defined as:

“Any planned open air/outside activity that involves organisation by an individual or a committee, to which members of the public will have access, either free of charge or for an entrance fee”.

WHAT DO YOU NEED TO DO?
1 Ensure that the site is suitable for the type of event.  Consider whether the entrances and exits are suitable for the numbers attending and vehicles needing to enter/exit.  Check that the ground of the site is suitable e.g. level and whether grassed or hard standing.

2 Complete the Outdoor Events Booking Form – Provisional Enquiry and return to the address at the top of the form.
3 You should ensure that you provide sufficient notice of your event.  The amount of time that needs to be set aside for planning will be dependent upon the size, type and duration of the event.  

4 After providing the initial details you will be advised in due course in writing whether your event has been accepted.  

5 If you intend to carry out any ‘ licensable activities’  as detailed within the booking form you should contact the Licensing Section at Long Eaton Town Hall as soon as possible (see contact details at end of this document). A delay in contacting the Licensing section may result in the activities not taking place and or prosecution for an offence(s) of carrying out unlicensed activities.

6 If your application is successful you must provide all information and forms as requested.

EVENT DETAILS

Please provide a brief description of the proposed event which should include:

· Events taking place on site

· Anticipated numbers (if over more than one day please indicate anticipated numbers each day)
· Map – detailing access/egress, event control, first aid point, toilets, disabled facilities, stalls/attractions, fire safety equipment etc

BOOKING DETAILS

Please provide details of when you wish to gain access to site for setting up (key access may be required).

Please provide the date(s), start time and end time of the event.

Please state when you will leave the event site.

If you are a registered charity please provide the registration number.  Erewash Borough Council reserves the right to validate the registration.
RISK ASSESSMENTS & FIRE SAFETY RISK ASSESSMENT
All organisers have a legal responsibility to ensure that suitable and sufficient risk assessments are carried out and to keep a formal record.  The Council requires a copy of your risk assessment.  You will be required to contribute to any risk assessments undertaken by the Council relevant to your event.  You also have a duty to notify/cooperate with anyone who may be affected by activities at the event e.g. notifying local residents of the event (noise, parking, traffic management etc). The four aspects which you must consider in detail are:-

· Competence

· Control

· Co-operation

· Communication

The risk assessments must be provided to Erewash Borough Council. A copy of all risk assessments should be kept on site.  The Health and Safety Executive or Erewash Borough Council as the enforcing authority for health and safety may wish to view these if they come to the site.

Information is contained in the enclosed copy of the ‘Derbyshire Risk Assessment for Event Organisers.  

Fire Safety Risk Assessments

You also have a responsibility to carry out Fire Safety Risk Assessments.  A copy should be kept on site.  The Health and Safety Executive, Erewash Borough Council as the enforcing authority for health and safety or Derbyshire Fire and Rescue Service may wish to view these if they come to the site.

HEALTH & SAFETY MANAGEMENT
The organiser and/or landowner are responsible for safety at public events.  Regardless of whether it is managed by an individual, volunteers or professional event staff, they have a responsibility to protect the heath, safety and welfare of anyone who may be affected in any way by your event.  The organiser is to plan all arrangements and liaise with other organisations such as the local police and other emergency services in order to take action to manage the event safely.  The Health and Safety Executive publication ‘The Event Safety Guide - a Guide to Health, Safety and Welfare at Music and Similar Events’ (full details at page 9) is a useful tool for event organisers. 
The Guide provides information to help those who organise music and other events so that the events run safely by bringing together information needed by events organisers, their contractors and employees to help them satisfy the requirements of the Health and Safety at Work Act 1974 and associated regulations. It also enables organisers to understand the needs of others concerned with events, such as the local authority and emergency services, with whom they will need to co-operate. 

PUBLIC LIABILITY INSURANCE
It is a legal requirement that appropriate insurance cover is provided for the period of the event, in respect of public and employer’s liability.  Copies of insurance certificates must be provided for validation.

LICENCES

Should you require or have any queries about licences for your event please contact the Licensing section as soon as possible (contact details at page 10). A delay in contacting the Licensing section may result in the activities not taking place and or prosecution for an offence(s) of carrying out unlicensed activities. Some activities may not be licensable depending on the precise nature and details of the event but it is always advisable to contact the licensing section for definite clarification. To briefly summarise:

· The supply of alcohol will always require a licence and the correct permissions.

· The provision of late night refreshment after 11pm will always require a licence.

· The provision of Regulated Entertainment may or may not require licence dependent on the circumstances of the event.
NOISE LEVELS AND CONTROL
Noise at the event must not create a nuisance to residents of the area or members of the public.

As stated in ‘The Event Safety Guide’:

“There is no specific legislation setting noise limits for the audience exposure to noise.  However, the general requirements of the HSW Act and civil law duties relating to negligence reveal that audiences need to be protected against and informed of the risk of damage to their hearing.
The event equivalent continuous sound level (Event Leq) in any part of the audience are should not exceed 107 dB (A), and the peak sound pressure level should not exceed 140 dB.”
Should you require any further information about noise levels and control please contact the Environmental Health Pollution team (contact details at page?).

STEWARDS
The Event Organiser must arrange for an adequate number of stewards at the event.  Your risk assessment will help you to identify the location and number of stewards you will require.  Stewards must be competent and be able to carry out their assigned duties effectively.  Stewards must NOT double up on roles e.g. also being counted as first aider.

Stewards must:

· be aged at least 18, or be accompanied by an adult

· wear high visibility coats/waistcoats

· investigate and deal with any disturbance or incident

· not leave their assigned place of duty unless instructed to do so by the hirer

· report any serious problems or incidents to the Event Organiser immediately

· not consume alcohol

· stewards SIA (Security Industry Authority) trained should be used in areas where alcohol is for sale and where money is being take e.g. at the entrance gate

· be trained in radio/communications procedures, if applicable.

The Event Organiser must brief all stewards prior to the start of the event on Health, Safety and Emergency Procedures, the event plan and the Emergency Plan, if applicable. 

COMMUNICATIONS
The Event Organiser must arrange for adequate communication lines to be in place in order to ensure the smooth running of the event.  Communication between the Event Organiser, stewards and first aid is essential. 

STRUCTURES
Details of the design of all temporary structures must be notified to Erewash Borough Council.  Fire Safety Certificates for Marquees and tented structures must also be provided.
CATERING FACILITIES
The Environmental Health Section of the Council is responsible for undertaking food safety and hygiene inspections of any food business that comes into the Borough.  To assist in this process and help ensure that any potential food safety issues are resolved before the event we require every potential food stall operator to complete the enclosed ‘Food Stall Details’ form.
We will also check that the food vendor has met their legal duty to register their business with the local authority within whose area they are located, or store their food vehicle.  Leaflets can be obtained from the Food Standards Agency (see page 9).
Food outlets may be inspected at the event by officers from Environmental Services to check compliance with the required standards.

All drinks must be supplied in cans, plastic containers or similar.  No Glass or ceramic containers or bottles are allowed on Erewash Borough Council event sites.

SALE OF GOODS
Please provide the number of commercial and Charity/fund-raising stalls at the event.

Please also provide a brief list of the types of goods to be sold during the event.  The sale of guns, weapons and replica weapons is not allowed.

ANIMALS

Animals must not be sold or given away as prizes at any event.  (Refer to Trading Standards, Derbyshire County Council for further information – contact details at page 10).

PYROTECHNICS
Please give details of any pyrotechnics, fireworks, lasers and/or fires that will be taking place during your event.  Guidance of firework displays can be found on the HSE website (see page 9).  The providers of pyrotechnic displays should provide the Event Organiser with their own risk assessment and insurance details for the event.  

It is recommended, should the event include camping, that BBQ’s not be allowed in camping areas.  However, a separate area specifically for this purpose could be identified.  This area should be on level ground, hard standing and have fire fighting equipment provided.
AMUSEMENT RIDES
Each amusement ride taking part in your event must provide a safety certificate copies of which should be send to Erewash Borough Council.

FIRST AID
Adequate first aid provision must be provided for your event.  The “Event Safety Guide” outlines the provision required dependant upon numbers attending, type of event, time of year etc.
First aiders must NOT double up on roles e.g. also being counted as a steward.
CAR PARKING
Ensure you have adequate parking for visitors, event staff and that an area for special needs is available close to the event site.

Consider traffic management issues in relation to the entry to/exit from the site.

DISABLED FACILITIES
Please outline arrangement for disabled people e.g. reserved parking, access, viewing areas, mobility scooters available etc.

TOILETS
The following table (extract from “The Events Safety Guide”) outlines the recommended provision of toilets for outdoor events.

	For events with a gate opening time of 6 hours or more


	For events with a gate opening time of less than 6 hours duration

	Female 1 toilet per 100 females

Male 1 toilet per 500 males, plus 1 urinal per 150 males
	Female 1 toilet per 120 females

Male 1 toilet per 600 males, plus 1 urinal per 175 males


Please note this is a guide and that depending on the nature and duration of the event the provision could be altered accordingly.

Disabled toilet(s) should also be provided taking into consideration access to them for wheelchair users.

FIRE FIGHTING EQUIPMENT
The Event Organiser must provide adequate fire fighting facilities at the event.  Details of the fire fighting equipment and what risk it will cover should be outlined in the Form.  For further details please contact Derbyshire Fire and Rescue Service.
Concessions and stall holders should provide their own fire fighting equipment in line with their risk assessment.

WASTE
The Event Organiser must provide litter bins and arrange for them to be emptied as necessary during the event.

It is the Event Organiser’s responsibility to collect, remove and properly dispose of all rubbish and litter from the event site immediately after the event.  If it is not removed the Council will clear the site.  As a result you will be charged for this service.

This service can be provided by Erewash Borough Council at a cost (see contact details at page 10).
OTHER EQUIPMENT
You must provide safety certificates for any other equipment being used at the event e.g. generators (diesel generators are recommended), lighting etc.

SPECIAL PREPARATION

Should you require any ground preparation for e.g. grass cutting, this may incur a cost.  Should you require any further information on ground preparation please contact the Events Officer.

SIGNAGE
Any unauthorised signs/posters for events will be classed as “Fly Posting”.  They will be removed by the Council and the cost will be recovered from the Event Organiser.

Approval for signs should be obtained from the Highways Division, Environmental Services Department at Derbyshire County Council (see contact details on page 10).  A copy of the written approval must be submitted to Erewash Borough Council.  No materials should be erected until written confirmation is received from Erewash Borough Council.

EVENTS ON THE HIGHWAY
Please contact the Events Officer if any part of your event takes place on the highway, e.g. parade, road race etc., as it may be necessary to instigate road closures.

ADDITIONAL INFORMATION OR REQUESTS
Please provide any additional information that you think is relevant or list any additional requirements.

PROMOTION
If you would like Erewash Borough Council to help promote your event please give brief details which might include: entrance fee/free, car parking charge/free, target audience etc.

Please provide any images from previous events that would help us to publicise your event.

COUNTY EVENTS SAFETY ADVISORY GROUP
Depending on the size, nature and location of the event it may need to be considered by the County Events Safety Advisory Group.  This is a multi-agency group comprising the Police, Fire and Ambulance Services, Derbyshire County Council (Emergency Planning and Highways) and Erewash Borough Council (Emergency Planning, Events, Licensing and Environmental Health).

WHAT YOU NEED TO CONSIDER BEFORE RETURNING THE FORM:
· Have you provided necessary information, for example maps and site plans?

· The level and type of stewards.  They should be over the age of 18 and where necessary be SIA (Security Industry Authority) trained.

· Make sure all staff, performers, organisations are briefed fully and understand their responsibilities.

· Appropriate communications systems are in place between key people on site.

· That communication can be heard throughout the site for emergency messages.

· Are crowd control barriers required?

· Can the emergency services gain access to and through the site – the Fire Service will only go onto site via hard standing?

· Are there any temporary structures e.g. Stages, stalls, marquees etc

· Do you require additional facilities/arrangements e.g. Signage, toilets, lost property/children, noise control, parking etc.

· Litter control.

· Contingency plans for extreme weather conditions including cancellation details.

· The need for possible road closures.

· Security arrangements e.g. for those handling money.

· Designated areas for contractors’, performers’, and exhibitors’ vehicles.

· How do you monitor the bar (if appropriate) for underage drinkers.

Please note the following: 

The following may incur a charge, please check with the supplier before the event.  Litter collection, water, gas, electricity, grounds maintenance.
PUBLICATIONS FOR FURTHER REFERENCE AND GUIDANCE
The Event Safety Guide - a Guide to Health, Safety and Welfare at Music and Similar Events.  Health and Safety Executive publication - HSG 195 (ISBN 9780717624539).
Website: www.hsebooks.co.uk
Managing Crowds Safely - A guide for organisers at events and venues. Health and Safety Executive publication (ISBN 0-7176-1180-9).  
Website: www.hsebooks.co.uk
Fire Safety Risk Assessment - Open Air Events and Venues – Communities and Local Government publication. 

Website: www.communities.gov.uk/publications/fire/firesafetyassessment
Food Standards Agency – “Food hygiene a guide for businesses” / “Food law inspections and your business” leaflets
 www.food.gov.uk/aboutus/publications/safetyandhygiene/
Health and Safety Executive - Pyrotechnics information and guidance

www.hse.gov.uk/explosive/fireworks/using.htm

CONTACT NUMBERS AT EREWASH BOROUGH COUNCIL:
	Department
	Contact details

	Events Office
	0845 9072244 Ext 4323

	Licensing Office
	0845 9072244 Ext 3125

	Waste Collection 
	0845 9072244 Ext 3878

	Environmental Health 
	0845 9072244 Ext 3124

	Land Control
	0845 9072244 Ext 3090


CONTACT NUMBERS AT DERBYSHIRE COUNTY COUNCIL:
	Department
	Contact details

	Trading Standards
	0845 605 8058

	Highways
	0845 605 8058


Good Luck with planning your event
Should you require any further information please do not hesitate to contact the Events Office.
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