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Organising an event?

Your guide to holding safe and successful events in Shepway










Infroduction

Whether it's a dog show or boot fair, a summer spectacular or annual parade,
sponsored walk or toddler toddle, outdoor events bring colour and variety to our
district and provide great days out for residents and visitors.

But putting on an event is hard work. There is a lot to do: bookings to be arranged,
budgets to plan, regulations to observe, publicity to organise and lots of paperwork
to complete. For organisers there are also financial and legal responsibilities.

And if you want to hold your event on land owned or managed by Shepway
District Council, or if your event uses a public road or you need roads to be
closed, you will also need to apply for permission and will need to complete an
event application form.

This leaflet has been produced to help you if you are planning an event in
Shepway. It is not a comprehensive guide - you will find a list of other useful
sources of reference on page 10 - but we hope it will help you on your way to
staging a safe and successful event.

The council has helped many organisers stage safe and successful events and we

would be pleased to help you with yours. In the first instance please contact Bev
Saunders on 01303 853 264.

Stop and think

Organising an event brings considerable responsibility - legally and financially.
Before you even start planning your event, you must make sure that you, your
organisation or your company are prepared to take on the legal responsibility for
the overall management of your event.

You will be responsible under the law for the safety of everyone at the event,
including the public, your members and any employees. Even if your event is
free or in aid of charity, it will still have to meet health and safety, licensing and
insurance requirements.



Planning your event

Getting started

Good organisation is the key and the earlier you start planning your event, the
better. You should allow up to a year to properly organise a safe and successful
event and if you want to hold your event on land owned by Shepway Council you
should apply at least three months in advance. The more time you allow to plan
your event the better. Unforeseen problems can often arise and proper planning
can prevent last minute “hiccups.’

One person cannot organise an event on their own. Get a group of people to help
you and appoint an Event Manager and a steering committee. Draw up a "to do’
list - an event management plan - and give people specific roles, responsibilities
and tasks and agree completion dates. Hold regular committee meetings to make
sure everyone is carrying out their appointed task and sticking to deadlines.
Create a document with everyone’s responsibilities and contact numbers. Include
an event timetable, site plan and any other relevant paperwork so that everyone
on your team is kept fully briefed.

Insurance

Public Liability Insurance is now a key concern (and expense) to consider when
organising an event. If you do not have this cover, any claim could be made
against you, other organisers and your private finances. If you are holding an
event on council land, we will require a copy of a valid Public Liability Insurance
Certificate (minimum £5 million). All contractors and performers will also need
their own insurance for the same amount and we will need to see copies of these
insurances too. This applies especially to things like inflatables and bouncy
castles, animal rides, mechanical rides, fireworks and other high risk activities as
determined by the council.

For your own protection, we would advise you to make sure that any volunteers
taking part in your event are covered by your public liability cover. Even something
as apparently harmless as face painting or henna tattooing may cause problems
with allergic skin reaction!

If your organisation is a member of a larger governing body then you may be
able to obtain preferential insurance cover through them. Check first - it may be
cheaper than buying a one-off policy. Please make sure you understand your
insurance policy and its implications.



Risk assessment

We all make risk assessments every day - like when we cross the road! But when
our actions involve others we need to take a more considered approach. You will
need to consider the risks involved in your event and complete a risk assessment
form and a fire assessment form. Take your time to think about possible hazards at
your event - anything that could cause harm to anyone.

Decide who might be harmed and how. Then work out the risks - the likelihood
and effects if that hazard happened. Decide on what precautions need to be
taken to minimise the risks. Grade each risk as low, medium or high based on
how likely it is to happen and how severe it would be if it did. Then record your
findings. In most cases risk assessment is a matter of common sense. Hazards will
be few, and simple precautions will be all that are needed.

If you are holding an event on council land, a risk assessment form and a fire
assessment form will be sent to you as part of your Event Application Pack. The
Association of Personal Injury Lawyers has produced a useful guide on how to
avoid preventable injury. (see other useful information on page 10)

Children and young people at your event

Provision for children at an event should be considered even where the event is not
specifically aimed at them, as they may accompany family members. You should
consider the following points:

Lost children

B Prepare a “lost child” policy that identifies arrangements for the safe care of
lost children until they are reunited with a parent/guardian.

B  Ensure that marshals/stewards are properly briefed about the arrangement
you are putting in place.

B An Enhanced Disclosure, Criminal Records Bureau (CRB) check for
dedicated stewards is considered to be best practice.

B There should be a clearly advertised collection point for lost children,
supervised at all times with fully briefed workers. Ensure that lost children
are not left in the sole care of a single worker. In some circumstances it may
be necessary to make an announcement over the PA system. Take care



to ensure that announcements do not refer to children specifically or give
personal details, descriptions or names.

If a child is reluctant to go with a parent/guardian or collecting adult seek
a second opinion from the police. The parent’s or guardian’s signature and
proof of identity should also be obtained. Once a child has been reunited

with their parent/guardian, inform stewards and police immediately if they
have been involved.

Events involving early teenager audiences

Problems may arise with audiences of predominantly young teenagers
who attend without their parents. They may be more prone to encountering
difficulties, such as becoming separated from companions, missing the
transport home and losing items, including money. Consider providing a
“help point” for these children.

Parents often take their children to these events, and sometimes have
difficulties finding them again at the end of the event. Consider providing
a specific meeting place for parents to wait along with a staffed message
facility. An alternative would be to offer a space where parents can spend
the time at the venue, waiting on site to collect their children at the end of
the event.

The consumption of alcohol at any event is subject to strict legislation. Under-
age drinking is both a breach of the law and probably one of the most likely
causes of anti-social/risky behaviour and disruption of organised events.
Event organisers should ensure that a plan is in place for the management
of any potential alcohol misuse and should seek appropriate advice and
support where necessary.

Emergency Services

You must liaise with the emergency services so that they are aware of your event.
In most cases the emergency services will not need to be heavily involved but they
should always be informed.

B The local Police will advise you about crowd and traffic control.

B The local Fire Officer can advise you about safety precautions including the

type and number of fire extinguishers you might need.



B Local first aid organisations like the British Red Cross and St John Ambulance
will give you advice about first aid facilities.

B Coastguards for sea-based activities.

See Other useful contacts on page 13

Licences

Whether your event is on council land or not, you will need a licence from the
council if you want to include the following:

Live or recorded music
Dancing or entertainment
Street collections for charity

Gambling

Sale or supply of alcohol
The licensing process can take up to eight weeks, so apply in good time.

Sale of food

If you plan to sell food at your event through commercial vendors you should
make sure they are registered with their own local authority. They will be able to
provide you with evidence of their registration.

Road closures

You will need to apply to the council if you want to close or divert a public road
for your event. Details will be included in your event application form. Once we
have received your completed forms we will inform Kent Highway Services and
other relevant bodies.

Just a few lines to thank you for your help, patience and
courtesy during the run up for the Harbour Festival. You
always went out of the way to help and that was certainly

appreciated.

Folkestone Harbour Festival
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Managing your event

Draw a site plan showing where all the intended attractions and facilities are
going to be, designated entrances and exits, vehicle access and emergency
evacuation routes. If your event is on council land, a copy of your site plan
should be included with your completed application form.

Draw up a list of everyone taking part in the event.

Allow plenty of space for the public to move around stalls, stages, rides and
exhibitions and make sure all routes to exits are unobstructed. Don't forget to
allow enough space for guy ropes!

If your event is on council land make sure flowerbeds, seats and benches are
protected.

Keep generators and other noisy equipment as far away from neighbouring
properties as possible.

Provide enough stewards or marshals to help with the smooth running of the
event and, if necessary, to help with crowd control. Make sure they are fully
briefed about their responsibilities and make sure they can communicate with
each other and event organisers (consider a two-way radio network).

Provide facilities to enable people with disabilities to gain access and take
part in the attractions and activities. Check that ground conditions in public
areas and access pathways are suitable for people with disabilities and any
carers, as well as families with pushchairs.

Provide enough toilets for the number of people you expect to attend-
including toilets for disabled people.

Check on water and electricity supplies. If you have to provide a power supply
via generators always use qualified companies and contractors.

Think about the impact your event will have on car parking in the area. You
must ensure that visitors to the event can park safely and legally without
disturbing or annoying local residents. Site car parking well away from
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pedestrian areas and arrange car park entrances so that queues don't form
and cause congestion or obstruction on nearby roads.

B If you are using mobile catering make sure all caterers have been registered
by their local council.

B Supply enough rubbish bins or sacks and arrange regular litter picks. Arrange
for a skip to collect all your waste after the event. Please leave the site in the
condition that you found it. If your event is on council owned land you will be
responsible for removing all waste and rubbish produced in connection with
the event. You will also be responsible for the costs of repairing any damage
to the ground as a result of your event.

Just a quick note to inform you that the Folkestone Race
for Life so far has raised £139,000 from our target of
£196,000. Brilliant! Thank you for all your support, we
had a fantastic day!

Cancer Research UK




Applying to hold an event on council
land and it your event requires road
closures

Shepway Council owns a number of parks and open spaces that can be used for
events, including Radnor Park, the amphitheatre in the Lower Leas Coastal Park
and various recreation grounds. If you are planning to hold an event on council
land, please apply as early as possible. We will need at least three months notice
to assess your event documentation.

The council has a ‘first point of contact’ who will deal with your initial enquiry.
Please contact Bev Saunders on 01303 853 264.

You will be sent an event application form. You will need to complete the form
and supply:

B Risk assessments

B Lost child policy

B Copies of all Public Liability insurance policies
|

Evidence that any food supplier (like a hot dog vendor, for example) is
registered with their local council (as well as having their own Public Liability
insurance)

B Test certificates for any equipment (like fairground rides)
B A list of everyone taking part
B Asite plan

Your application cannot be approved until all the forms have been correctly
completed and submitted.

When you have completed your application, you will be asked to sign a contract
with the council and to agree terms and conditions.



We’re here to help

Whatever event you are planning, we can offer support and advice. The council
has an event co-ordination group that meets regularly to discuss planned events
and to give officers the chance to raise any issues they might have. Organisers of
big events will be invited to attend some of these meetings.

The event co-ordination group brings together representatives from various
departments - within the council and outside it - o assess your application:

B Llicensing - for licences if your event includes live music, dancing, street
trading or collections, sale of alcohol, or gambling.

B Parking/KCC Highways - for advice on parking arrangements and if you
need road closures.

B Environmental Health - for safety issues involving food hygiene and
catering; risk assessment and safety issues.

B Finance - for Public Liability cover.
B Kent Fire and Rescue Service - for advice on fire safety.

B Kent Police -for advice on crowd and traffic safety.

When you have told the council what your event entails, please don't make
significant changes or add more performers, attractions or rides at the last minute.
These will require additional risk assessment and carrying this out could cause a

delay in processing your application. Your event programme should be finalised
at least 28 days before the event date.

Thank you on behalf of Folkestone Running Club for all
the help you provided us with in the weeks leading up to
the Folkestone 10.

Folkestone Running Club



Other useful information

Boot Fairs

You will need to advise Kent County Council’s Trading Standards if you plan to
hold a Boot Fair or if your event includes one.

See Other useful contacts on page 13.

Bouncy castles and inflatables

Inflatables like bouncy castles are very popular, but can be extremely dangerous
if not operated properly. If you want to include an inflatable structure as part of
your event, your risk assessment must show what control methods are in place
to make sure the equipment is operated safely. For more information contact the
Health and Safety Executive (HSE) at: www.hse.gov.uk

Marquees

If you plan to have a marquee at your event, we recommend that you employ
a professional contractor to set it up and de-rig it. All temporary structures are
subject to a fire risk assessment by law and must also be tested to ensure they are
securely anchored and safe for use. If the event is on council land, we will need to
see a plan of where your marquee is going and its technical specification as part
of your application process.

Bonfire and firework displays

For safety reasons, we allow only certified professional pyrotechnic operators or
recognised and experienced Bonfire Societies to conduct bonfire and firework
displays on council land. If you are planning a firework display at your event, you
should ensure the operator is a member of the British Pyrotechnists Association.
For more information, contact the Health and Safety Executive (HSE) at:
www.hse.gov.uk

Whilst most household type fireworks do not have the ability to reach more than
a few feet into the air, many fireworks associated with large-scale events can
discharge canisters several hundred feet into the air.

Organisers of major public events featuring fireworks, lasers or searchlights must
contact the Civil Aviation Authority (CAA) with details of their display so that
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pilots flying over the area can be made aware of the potential risks. Visit the CAA
website: www.caa.co.uk Because some fireworks can be mistaken for distress
flares, you should also inform HM Coastguard on 01304 210008 if your display

is taking place on, or near, the beach.

Publicity for your event

lt's no good having an event if no-one knows about itt Make sure that you plan your
promotion and publicity and budget for it. This could include advertisements in local
and county papers, posters, leaflets and flyers. If you are going to include posters
remember that fly-posting is illegal. Always get the landowner’s permission first.

You could also consider sending press releases out to your local newspapers
and radio stations. Try and think of one or two things that will make your event
stand out from the rest and help give it ‘news appeal’. Make sure you include
the essential details: what, where, when. Always include a contact name and
number on your press release so that journalists can get in touch with you if they
need more information. Remember that your press release will have to take its
chance alongside lots of other stories on news editors’ desks so don't rely on press
releases as your only form of publicity.

The council’s news magazine for residents, Shepway Today, is published quarterly
and includes a “What's On’ page. Although space cannot be guaranteed, we
will consider your event for inclusion.

Further reading:

Accident or Negligence - a guide on how to avoid preventable injury from the
Association of Personal Injury Lawyers. www.apil.com or 0115 958 0585
Health and Safety Executive (HSE) Books:

Managing Crowds Safely - ISBN 071761834X

Event Safety Guide - ISBN 0717624536

Guide to Safety in Sports grounds - ISBN 0113000952

Five Steps to Risk Assessment - ISBN 0717615804

HSE Entertainment Sheet No. 7 - Safety in the Use and Operation of Play

Inflatables, including Bouncy Castles.

Working Together on Firework Displays - A Guide to Safety for Firework Display

Organisers (ISBN 0-7176-0835-2, HS(G) 123)

Giving Your Own Firework Display - How to Run it Safely (ISBN 0-7176-0836-

0, HS(G) 124)



Useful contacts at Shepway District Council:

First point of contact:
Beverley Saunders

beverley.saunders@shepway.gov.uk

01303 853 264

Health and Safety

For an event on council land:

Shelia Coupe
shelia.coupe@shepway.gov.uk
01303 853 348

For an event on land not owned by the

council:

Arthur Atkins
arthur.atkins@shepway.gov.uk
01303 853 242

Food safety and registration

Arthur Atkins
arthur.atkins@shepway.gov.uk
01303 853 242

Grounds Maintenance
John Moorhouse

john.moorhouse@shepway.gov.uk

01303 247 373

Insurance

For an event on council land:
David Avery
david.avery@shepway.gov.uk
01303 853 540

Licensing

Licensing team
licensing@shepway.gov.uk
01303 853 526

01303 853 407

Lower Leas Coastal Park
Laura Pinkham (Manager)
laura.pinkham@shepway.gov.uk
01303 247 376

Parking services
Matthew Donovan

matthew.donovan@shepway.gov.uk
01303 853 423

Road closures
Alan Lague
alan.lague@shepway.gov.uk

01303 853 240

Rubbish and litter clearance
Lesley Jones
lesley.jones@shepway.gov.uk
01303 247 384



Other useful contacts:

HM Coastguard
spike.hughes@mcga.gov.uk
01304 210 008

Civil Aviation Authority (CAA)
CAA (Airspace Utilisation Section)
geoff.smith@caa.org.uk

020 7453 6541

020 7453 6199

Red Cross
dianecox@redcross.org.uk

01622 690 011

St John Ambulance
(Kent County Office)

countyhg@kent.sja.org.uk
08700 104 950

South East Coast Ambulance
Service
darren.palmer@secamb.nhs.uk

01303 265 792

Kent Highways

South East Road Works
Coordination Team
roadworkseast@kent.gov.uk

08458 247 800

Kent Fire and Rescue Service
folkestone.firesafety@kent.fire-uk.org

01303 227 201

Kent Police
stephen.noddings@kent.pnn.police.uk
01303 289 298

Criminal Record Bureau
info@crb.gsi.gov.uk
www.crb.co.uk

0870 90 90 822

Trading Standards
www.tradingsstandards.gov.uk/kent
www.tradingsstandards.gov.uk/kent/
occasionalsales

01233 898 825

Security Industry Agency (SIA)
www.the-sia.org.uk

08702 430 100

Health & Safety Executive
infoline@natbrit.com
www.hse.gov.uk

0845 345 0055 (information line)
01787 881 165 (publication line)
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@ Please telephone the Council's Customer Services on
2 01303 853000 if you need this or any other council

literature in a different format.

Audio cassette, large print or translation into another
language can be made available on request.
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Shepway District Council
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Folkestone, Kent CT20 2QY
Telephone: 01303 853 000

Email: sdc@shepway.gov.uk
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