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OUTDOOR EVENTS BOOKING FORM

PROVISIONAL ENQUIRY
Please use the Guidance Notes and attached information to assist you to complete this form and return to the address above.
Please complete all sections.  If sections are not applicable please put N/A.

Please contact Helena Richardson (above) if you have any queries or would like more information. 
	Official use only
Date received …………..…………..…  Event Reference Number….……………………….



	EVENT NAME
	EVENT DATE
	EVENT LOCATION

	     
	     
	     


APPLICANT CONTACT DETAILS
	Name
	     

	Address
	     

	Post Code
	     

	Telephone number
	     
	Mobile
	     

	Fax
	     
	Email
	     


	Contact number during the event
	     

	Name of organisation (If different from above)
	     

	Address (If different from above)
	     


EVENT DETAILS
	Description of proposed event including anticipated numbers attending; if over more than one day please indicate anticipated numbers each day.  Please supply a map detailing access/egress, event control, toilets, first aid, stall/attractions, nearby buildings etc:

	     


	Please list the activities/events happening throughout your event and their respective times.  

	     


BOOKING DETAILS

	Date/time of access required onto site 
	     

	Actual date/running times of the Event
	     

	Date/time the site will be vacated after the event
	     


Is your event for charitable purposes?     Yes         FORMCHECKBOX 
         No

 FORMCHECKBOX 

	Is your organisation a registered charity, if so what is the registration number?

	     


RISK ASSESSMENTS & FIRE SAFETY RISK ASSESSMENT
You are responsible for complying with all relevant health and safety legislation for your event.  Please provide a copy of all Risk Assessments. A separate Fire Risk Assessment should also be completed (see Regulatory Reform (Fire Safety) Order 2005).  You should hold copies of all risk assessments on site during the event should an Authorised Officer request to see them.  
Risk Assessments for Erewash Borough Council land (prior to any event taking place on site) is provided at Appendix A.

HEALTH & SAFETY MANAGEMENT
In accordance with the above section on Risk Assessment, please provide details of identified responsible officers for each area as set out below.
	
	Full Name
	Address
	Contact numbers 

	Event Controller
	     
	     
	     

	Health & Safety Officer
	     
	     
	     

	Head Steward
	     
	     
	     


PUBLIC LIABILITY INSURANCE
You will need to be covered by your own Public Liability Insurance for the event.  This should provide the minimum limit of indemnity of £5,000.000 (dependant on the type of event).

Prior to the event you will need to supply a copy of your insurance document which covers the period of the event.

LICENCES
Depending on the precise nature and details of the event you may need a Temporary Event Notice or Premises Licence.  Please contact the licensing section for 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.

Please contact the Licensing section at Long Eaton Town Hall (tel.0845 9072244 ext 3125) as soon as possible. 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.

NOISE LEVELS AND CONTROL

Are your activities/events likely to generate noise?      Yes     FORMCHECKBOX 
          No 
 FORMCHECKBOX 

	If yes, what controls will be in place to ensure that any amplified music or other noise source on site, or coming and going from the event does not cause a nuisance to surrounding properties?  (Please also see Licensing above).

	     


STEWARDS

	How many stewards will there be at the event and who will be providing them?

	     


COMMUNICATIONS

What form of communications will be used at the event?

Hand held radios
 FORMCHECKBOX 

Mobile Telephones
 FORMCHECKBOX 

STRUCTURES

	Will there be:
	
	Details

	Stages
	Yes     FORMCHECKBOX 
          No 
 FORMCHECKBOX 

	     

	Towers or structures
	Yes     FORMCHECKBOX 
          No 
 FORMCHECKBOX 

	     

	Temporary seating
	Yes     FORMCHECKBOX 
          No 
 FORMCHECKBOX 

	     

	Marquees
	Yes     FORMCHECKBOX 
          No 
 FORMCHECKBOX 

	     

	Gazebos
	Yes     FORMCHECKBOX 
          No 
 FORMCHECKBOX 

	     

	Other
	Yes     FORMCHECKBOX 
          No 
 FORMCHECKBOX 

	     


CATERING FACILITIES
Will food be sold or supplied at the event?          Yes        FORMCHECKBOX 
    No   
 FORMCHECKBOX 

If yes, the attached Food Stall Details and Fire Risk Assessment – Food Concessions forms must be completed and returned at least one month prior to the event. 

SALE OF GOODS

	How many commercial stalls will be there?
	     

	How many charity/fund-raising stalls will be there?
	     


	Please briefly list goods to be sold:

	     


The attached Fire Risk Assessment – Traders and Market Stalls Form must be completed and returned at least one month prior to the event.

ANIMALS

Are animals going to be used in your event?
Yes    FORMCHECKBOX 
       No 
 FORMCHECKBOX 

Please note that no animal may be sold or given away as prizes at any event.

	If yes, please give details (name and address):

	     


PYROTECHNICS

Do you plan to use any pyrotechnics, lasers and/or fires during your event?   

Yes      FORMCHECKBOX 
        No 
 FORMCHECKBOX 

	If yes, please give details:

	     


AMUSEMENT RIDES
Do you plan to have amusement rides at your event?   Yes      FORMCHECKBOX 
        No 
 FORMCHECKBOX 

	If yes, please give details of provider:

	     


If yes, please provide safety certificates for each ride at least one month prior to the event.

TATTOO/PIERCING
Are there to be any Tattoo/Piercing stands at your event?
Yes    FORMCHECKBOX 
       No 
 FORMCHECKBOX 

	If yes, please give details (name and address):

	     


FIRST AID
Please provide details of First Aid cover at the event:
	If yes, please give details of provider:

	     


	Number of trained first aiders
	     

	Number of first aid posts
	     

	Number of ambulances
	     

	Number of paramedics
	     


CAR PARKING
	What arrangements are provided for car parking at this event including any off site facilities?

	     


DISABLED FACILITIES
	What arrangements are in place for disabled people e.g. parking, access, viewing areas etc.

	     


TOILETS
Do you intend to provide additional portable toilets?
Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 

If yes, please give details:
	Number of additional Female Flush Toilets
	     

	Number of additional Male Flush Toilets
	     

	Number of additional Urinals
	     

	Number of additional Disabled Toilets
	     


FIRE FIGHTING EQUIPMENT
	Please provide details of fire fighting equipment at the event:

	     


WASTE
	All rubbish from the event should be removed before leaving the site.  Please indicate below how this will be achieved.  Please note that this can be undertaken by Erewash Borough Council at a cost.

	     


OTHER EQUIPMENT

	What other equipment will be used at the event?  E.g. generator(s) (it is recommended that only diesel powered generators be used), lighting.  Please supply a safety certificate for each piece of equipment at least 1 month before the event.

	     


SPECIAL PREPARATION

Do you require any special preparation of grounds prior to the event?  (E.g. grass cutting)  Please note this may incur a charge

Yes       FORMCHECKBOX 
      No  
 FORMCHECKBOX 

	If yes, please give details:

	     


SIGNAGE

Do you intend to use the following:

Highway Directional Signs

  FORMCHECKBOX 
   Banners/posters  
 FORMCHECKBOX 

Written approval must be obtained from the Highways Division, Environmental Services Department, Derbyshire County Council.  A copy of the written approval must be submitted to Erewash Borough Council no later than 14 days before the event.  Advertising Materials must not be erected until this approval is received and acknowledged in writing by Erewash Borough Council.  Erewash Borough Council reserve the right to remove any unauthorised advertising and to recover the cost incurred from the event organisers.  A penalty will be issued.

EVENTS ON THE HIGHWAY
	If any part of your event takes place on the highway e.g. parade, please let us know as you will need to discuss with us your requirements.  Please give details below including parade route etc:

	     


ADDITIONAL INFORMATION OR REQUESTS

	Please give any additional information you think relevant or list any additional requirements.

	     


PROMOTION

	If you would like us to help you promote your event, please give brief details below and we will endeavour to publish it on our website, space permitting, in our “What’s On Guide”.  (Please include a public enquiries telephone number)

	     

	Images:  If you have any images (perhaps from previous events) that would help to publicise your event please email them to helena.richardson@erewash.gov.uk.


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.  If this is the case you will be contacted.

Charges
All costs will be calculated by Erewash Borough Council.  The hirer will be informed of all costs.
A deposit of 25% of the booking charge should be paid on receipt of confirmation of the booking.  Cheques are to be made payable to Erewash Borough Council.  
The final payment is to be made 2 weeks before the date of the event.

Payment can be made by either:

· Cheque addressed to ‘Erewash Borough Council’ and post to the address at the top of this form.   

· Payment can be taken at The Town Hall, Long Eaton, Derbyshire NG10 1HU or  The Town Hall,  Ilkeston, Derbyshire DE7 5RP
**Please note that any fees required for Licences/Permits under the Licensing  

    Act 2003 must be paid directly to the Licensing section on application.
 FORMCHECKBOX 

I confirm that I have read and understood the conditions of hiring for Public Open Spaces and agree to abide by them.

 FORMCHECKBOX 

I confirm that I am authorised to complete this form on behalf of:-

...................................and agree to be responsible for any information provided.  

 FORMCHECKBOX 

I confirm that ……………………………………………………………...has public liability cover of at least £5, 000.000 that will cover an event as described on this form.

 FORMCHECKBOX 

I understand that I am responsible for any information that is later discovered to be false.

 FORMCHECKBOX 

I understand that this booking will be treated as provisional until I receive confirmation in writing from Erewash Borough Council.

 FORMCHECKBOX 

I agree to produce any further details should the council require them before the commencement of the event.

	Sign:
	Date:
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  All personal information will be treated in confidence and in accordance with the Data Protection Act 1998.  It will be used for the purposes of managing and advertising your event.  Contact details will be shared with other relevant organisations such as Emergency Planning, Emergency Services, Derbyshire County Council, Environmental Services and Licensing.

APPENDIX A
RISK ASSESSMENTS OF EREWASH BOROUGH COUNCIL EVENT SITES
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