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A Framework and Guide for putting on an event in a Haringey Park
	Event Co-ordinator
	In law events are considered as ‘work’ so this person has a legal duty under the Health & Safety at Work Act 1974 and any EC directives, and must comply with any licensing requirements. This person needs to be identified at an early stage.


	Event Team
	Establish an event team and agree responsibilities



	Timescale
	Allow at least 16 weeks from enquiry to event date.

Application submission date……………………..

Event Date………………………………………..  

No of Weeks notice ……………………………..



	Experience
	Explain what event experience you have of putting on an event giving details of previous events



	Health & Safety Policy & Arrangements
	If you have 5 or more employees you are required to have a Health & Safety Policy and Arrangements that state how you will manage Health and Safety.

Community events are exempt from this requirement, though the HSE does recommend it.



	Licensing
	Is a Premises Licence required?



	Insurance
	Event organisers are required to hold a current insurance in respect of Public Liability with a minimum indemnity of £5 million and the Council reserves the right to increase this limit. 
Event organisers shall demonstrate insurance cover for all employees and sub-contractors of not less than £5 million in respect of The Employers Liability (Compulsory Insurance) Act 1969. 

Insurance costs investigated / insurance already exists


	The event
	a. What attractions are you planning for your event?  
NB A circus may only allow domesticated animals on site for performance or exhibition.  A circus may only use the animals listed on the application form.  Please refer to Terms and Conditions.
b.  What steps have you taken to ensure the attractions will take place on the day as advertised?


	Attendance
	How many people are you planning for? This is fundamental in terms of you assessing risk and gauging the level of provision of facilities/ accommodation.



	Site Plan
	Consider the layout of the proposed venue and sketch out a basic plan, to cover access and exits, circulation routes, vehicle, toilets, catering, attractions, performance areas. This is only outline and is likely to change as the plan develops.
Site Plan attached: Yes / n/a



	Emergency Plan
	A formal plan of how you will deal with any emergency situation that may arise. This plan should be the result of hazard spotting and assessing the risks involved with the event and compliance with the Health & Safety at Work Act 1974 and all associated EU directives. Please remember event organisers have a legal duty to comply. 
At application stage this needs only to demonstrate you have considered what emergencies may arise as a result of your event idea and its completion is a condition of approval.



	Fire Emergency Evacuation Plan
	To comply with current legislation, you are required to produce a Fire Emergency Evacuation Plan (FEEP) to the satisfaction of the Fire Brigade



	Liaison
	 Discuss your plans with the police, fire brigade, ambulance and first aid providers.


	Accidents
	Any accidents reported during set up, the event itself and post event should be recorded and investigated by a competent person. RIDDOR applies. 


	Risk Assessment
	You will need to provide and produce a copy upon request of an assessment of the hazards and risks associated with your event and ways in which you intend to reduce the level of risk where found. A guidance note and risk assessment form will be made 

available to you. The two principal risk assessments are: Fire Risk and Emergency evacuation. 
At application stage you just need to state below that risk assessments will be undertaken. However, you should ascertain early what hazards your event poses and how you can control these so they can be eliminated or controlled. The risk assessment should form a central theme within your Event Safety Management Plan.


	Temporary structures & supporting equipment
	List any:  tents, marquees, stages, fencing/barriers and equipment including Pa, heating and lighting you intend to use. 
We strongly advise the following be carried out / addressed by competent professionals: 
· safe erection and set down, 
· fire risks identified and addressed, 
· safe electrics and other power or fuel sources, 
· safe equipment, 
· safe use and storage of chemicals & fuels, 
· hygienic professional catering.
All requirements relevant to safety must be fully complied with


	Tickets
	a. Will you be selling tickets or controlling entry by some other method into an enclosed event space or is the event open.

b. If open how will you control numbers?


	Marketing / publicity
	a. Who are you targeting and how will you attract them?
b.  The Event Coordinator may provide an Advance Booking Office if applicable by agreement with the Officer in Charge. Please state if required.


	Site set up
	The Event Co-ordinator must inspect the grounds and determine safe sighting of event equipment, marquees, stage.  This should be done at the planning stage for the proposed event.
NB hours of work are restricted to 07:00 to 22:30hrs



	Site set down
	The site is to be cleared of all tents/vehicles and other things belonging to the event by the time and date stated in the Terms and Conditions of Hire

NB hours of work are restricted to 07:00 to 22:30hrs except for dismantling may take place until midnight on the last day of the event.


	Event control point
	This should be marked on the site plan and should be staffed during set up, the event and set down. Mobiles phones, 2 way radios are useful aids.


	Monitoring
	The event co-ordinator is required to monitor health & safety on site during the set up, immediately prior to the event, during the event itself and the set down. How will you manage this?:



	Electrical installations
	Must be installed and removed by a competent electrician, with an appropriate test certificate issued to the co-ordinator. The inspection certificate must be produced for inspection upon request by local authority officers. List what you propose and who will install and check safety.


	Generators
	Must be diesel fuel only, placed in a position approved by the Council and have a 4.5kilo CO2 extinguisher provided. Cabling must be secured above head height, and placed so as to avoid trip hazard.

Safe storage of diesel fuel must comply to all relevant legislation and guidelines


	LPG Containers
	Must be stored in open air, in a secure place away from public, and away from any source of ignition.



	Combustible Materials
	Hay, straw and similar combustible materials which are necessarily kept in any tent and which are not required for immediate use shall be contained in metal receptacles with properly fitting covers.  The main stock of such materials shall be kept well clear of any tent to the satisfaction of the Officer in Charge.

Stocks of oil, gas, other flammable liquids and combustible materials shall be kept well away from the main Circus tent and areas accessible to the public in positions and under storage methods to the satisfaction of the Officer in Charge.

 

	Fire fighting appliances
	A 9 litre water type fire extinguisher must be provided in each tent/marquee/caravan. Where there are electrics a CO2 extinguisher should also be provided



	Crowd Control
	Assess the need for this; consider use of crash barriers, stewarding, security.

All events shall be conducted in an orderly manner so as not to cause annoyance or disturbance to neighbouring residents



	Stewards and events staff/ employees
	Main responsibility is crowd management. They are also there to assist police and other emergency services. Stewards should be adults, 16 years or older, readily identifiable and trained in emergency evacuation procedures. 



	Public Address System
	The Event Coordinator shall provide and maintain ready for use at all times when the Circus is open to the Public sufficient fixed apparatus for making amplified public announcements clearly audible in all parts of the site.

 

	Security
	Consider overnight risk to set up, need to employ professional security. Consider security of any cash collecting on site.

Where the hired park is locked at night the Event Coordinator shall obtain a key from the Officer in Charge and will be responsible for safe keeping and return before final departure

The Event Coordinator shall take all reasonable measures to prevent unauthorised entry after hours by members of the public or by vehicles



	Tents and Marquees
	Should conform to BS /EU standards and should be erected and set down by competent persons. All health and safety regulations and guidelines apply to their use including lighting, fire, refuse, exits. Please refer to Terms and Conditions.


	First Aid
	First aid cover should be provided in accordance with the HSE Event Safety Guide. St. John’s Ambulance, the British Red Cross or the London Ambulance Service can advise.


	Fences and Barriers
	Prior to opening to the public the Event Coordinator shall supply, erect and secure barriers as shown on the site plan. See Terms and Conditions.


	Toilets
	· the following tables should be used:

                    Female  - 1 WC per 100

                               Male       - 1 WC for up to 100

                                                2 WCs for 101-500

                                                3 WC fro 501-1000

                                                1 WC extra for every 500 over  

                                                plus 1.5 meters of urinal per 500

           These figures can be reduced for shorter events as follows:

                                          6 hours but less than 8 hours        80%

                                          4 hours but less than 6 hours        75%

                                           Less than 4 hours                         70%

                                           Wash hand basins: 1 per 5 WCs

  Wheelchair users -  toilet provision should relate to the expected 

                                  attendance of wheelchair users:

· 1 WC with wash basin per 100 wheelchairs



	Drinking Water
	This should be available at first aid posts, and where there is a stage in the pit areas. Water should be provided using a mains supply. If this is not possible, clean containers for potable water may be used.


	Special effects, pyrotechnics, out-door fireworks and flames
	These are not to be used or take place without the written approval of the Council and must be used in accordance with HSE guidance.
Effects, lanterns and other things the exposed surface of which is liable to attain a high temperature in normal operation shall be spaced at least 3m from the fabric of the Circus tent and adequate preventative measures be taken if the radiant or convected heat therefrom would otherwise raise the temperature of the fabric beyond 100ºc. 



	Noise
	The event co-ordinator shall ensure that no performance causes noise nuisance (within 75db – 10m from park boundary) and should respond positively to requests to lower the sound level. Advice can be obtained on amplifiers’ power output, more power is not necessarily louder but the sound can carry further than needed.



	Catering
	At least three weeks prior to the event the event co-ordinator should supply the Haringey Food Safety Team (www.haringey.gov.uk  and type ‘Food’ in the search box, or email. Enforcement@haringey.gov.uk - tel.020 8489 5558) with the names and addresses of all traders providing catering services. Caterers must adhere to fire safety and hot surface regulations and well as food hygiene guidelines. No glass containers or bottles are allowed on site. Metal cans are not permitted within a concert enclosure. Mobile caterers should comply with the Mobile Out-side Caterers Association.


	Refuse, litter
	The event co-ordinator is responsible for ensuring that provision for the collection and storage of refuse occurs including caterers throughout the event and afterwards. The council will assess the level of provision proposed and may require a change to the proposal.


	Sign-posting
	All emergency exits, toilets, drinking points, and first aid points should be clearly indicated


	Access / Egress for Emergency Services
	The routes should be identified by signs and kept clear at all times. When called in emergency the event co-ordinator shall give the correct park access point for the emergency vehicle or appropriate open space in the event of a helicopter. These should be added to the Site Plan


	Vehicles and Trackways
	All non-essential vehicles should be off-site 1 hour prior to event start. Following the end of the event the event co-ordinator shall check the site before allowing vehicles on site to set down. 


	Contractors / Suppliers
	Vet for competence, see copies of safety policies and risk assessments of the relevant tasks being performed. Ensure you see a public liability insurance certificate. Provide contractors with copy of the event plan. At application stage this needs to be considered and acted upon once event approval is given



	Performers
	Professionals should have their own insurances and risk assessments. For amateurs discuss your requirements and theirs and ensure they will comply with Health and Safety and your event plan
No show or entertainment of an indecent or offensive nature shall be given.



	Lost Children
	A suitably protected area shall be provided to keep lost children. Arrangements should be made to ensure the security, safety and return of children to their parent / guardian. Stewards need briefing as to the location of lost children. We advise this should be at the Central Control Point.


	General site lighting
	Adequate artificial lighting should be provided to mark the event site and access/ egress routes after sunset.


	Contingency plans
	Consider implications of extreme weather conditions. 

a. Will the event be cancelled? 

b. What do you do if the main attraction fails to turn up?
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