Common Minimum Standards For All Events
General Guidance for Organisers

Aim and objectives of this guide
Amber Valley Borough Council seeks to promote events
in the Borough that enhance the quality of life of its
residents and attracts visitors and tourism to the area in
which you live. In doing so the Council recognises that
along with the event organisers, it has a part to play so
far as it can in ensuring events are safe, considerate,
successful and promote the key objectives of the
Licensing Act 2003 where appropriate.
This guidance is intended to assist event organisers on
preparing for an event in Amber Valley and outline your
legal obligations. It explains how your notification or
event application will be dealt with.
This document has been compiled in consultation with
representatives of the following agencies:
•
•
•
•
•
•
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Amber Valley Borough Council
Derbyshire Police
East Midlands Ambulance Service NHS Trust;
Derbyshire Fire and Rescue Service;
Derbyshire County Highways (Traffic Management)
Derbyshire Local Resilience Forum’s County Events
Safety Advisory Group (Safety Advisory Group)
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THE DOCUMENT IS DIVIDED INTO 6 PARTS WITH APPENDICES:

Part 1 Common Minimum Standards
Sets out common minimum standards which organizers, of all events, will need to comply with. The level of control
will depend on the size and nature of the event.

Part 2 Highway Events
Covers specific issues to consider and manage when planning an event on the Highway

Part 3 Events on Open Land
Covers specific issues to consider and manage when planning an event on land other than the Highway.

Part 4 Licensing at the event
Explains the Event Application and Notification process at Amber Valley Borough Council

Part 5 Roles and Responsibilities
Part 6 Publicising the Event
Appendices
1.
2.
3.
4.
5.

Event plan
Useful Contact Details
Pre, During and Post event checklists
Blank Risk Assessment form
References

The number and variety of events staged across Amber Valley. It contains practical information that organisers
need to know when organising events in Amber Valley Borough. It ranges from minor fun runs, outdoor fetes,
country and craft shows and charity events to major gatherings, carnivals, sports events, outdoor entertainments,
street celebrations, concerts and music festivals. All such gatherings pose public safety issues for organisers, local
authorities and the emergency services. Public safety must be integral to the organisation of an event. It is for
that reason that this Event Safety booklet has been published to provide guidance on all matters of public safety
surrounding events.
The guidance can be applied equally to both licensed and non-licensed events. It is not intended as a substitute
for existing published guidance documents and best practice. It should therefore, be read in conjunction with the
available current guidance, a list of which is included in Appendix 5 and in particular the Purple Guide website
which is superseding the HSE’s Event Safety Guide (HSG 195).
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Legal Requirements
Legislation and guidance exists to ensure, amongst
other things, the safety of spectators, performers,
staff and the public. Many organised events held
outdoors and in public places require either a licence or
permission from the local authority to formally facilitate
a means of safety control. Some events may not have
licensable activities or need permission or may indeed
be excluded by legislation, for example religious
gatherings and pleasure fairs. This does not however
exclude them from their legal responsibilities and the
need for good planning and preparation.
All events, even those in aid of charity, must comply
with recognised safety standards. You and your fellow
organisers will be responsible under the law for the
safety of everyone at the event, including the public,
your members and/or any employees. The most
relevant safety law is likely to be the Health and
Safety at Work etc. Act 1974 and its accompanying
Regulations. The enforcing authority for health and
safety at events organised privately and at commercial
premises is Amber Valley Borough Council.
Be aware that failure to comply with relevant legislation,
or to comply with a general Duty of Care can leave
you open to legal action by relevant Authorities or Civil
Action by individuals, both of which can result in large
fines, compensation claims or prison sentences.

THE FOLLOWING LIST, ALTHOUGH
NOT COMPREHENSIVE, GIVES AN
IDEA OF THE TYPES OF EVENT
THIS GUIDANCE IS APPROPRIATE
FOR:
•
•
•
•
•
•
•
•
•
•
•

Marches, parades, motorcades;
Fun runs, road races, cycle races;
Charity walks;
Charity stunts;
Carnivals;
Bonfire and firework displays;
Festivals, music or otherwise;
Concerts;
Agricultural and Rural shows and events;
Rallies, fetes and street parties;
Motor sports.

Organisers must consider the legislative framework
that surrounds events. Health and safety plays a
prominent part of protecting the public, and staff and
participants, at events.

The successful management of any event is dependent
upon consultation with and co-operation from all
agencies involved during the planning process.
Safety, at events where members of the public attend,
is the responsibility of the organiser and the owner of
the land or property.
For large events, i.e. typically those with an attendance
figure of 3000+ at any one time, the event organisers
will be called to attend meetings of ‘The Safety
Advisory Group’ who will consider the wider public
safety aspects of the event. If your event is one of
these, the Group develops, with all relevant agencies
and lays out procedures to enable a multi agency
emergency response to an incident which required
additional resources to those safety arrangements
already in place. It does not replace the organisers own
safety arrangements.
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Sources Of Guidance and further reading
A list of publications which can provide additional information and advice on safety at events can be found in
Appendix 5. Additional information can be found at the Health and Safety Executive Website www.hse.gov.uk.
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Corporate Manslaughter
and Corporate Homicide
Act 2007.
The Act introduced a new offence that came into effect
April 2008.
An offence will now be committed by an organisation
‘if the way in which its activities are managed or
organised a) causes a persons death, and b) amounts
to a gross breach of a relevant duty of care owed by
the organisation to the deceased’
A substantial part of the failure within the organisation
must have been at senior level. This means the
people who make significant decisions about the
organisation or substantial parts of it. This includes
both centralised, headquarter functions as well as
those in operational management roles.
If found guilty the penalties are an unlimited fine or
conviction and the court may make a ‘publicity order’
requiring the convicted company to publish details of
the offence and the penalties.
Organisations must ensure that management of
health and safety is robust. The most effective way to
ensure compliance is to adopt a standard ‘ Plan – Do
– Check’ cycle of effective management practice as
outlined in HS(G) 65, BS8800 or OHSAS18001.

WHEN PLANNING YOUR EVENT YOU ARE
ENCOURAGED TO CONSIDER:
•
•
•
•
•
•
•
•
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A simple structure for Health and Safety management
Clear roles and responsibilities
Defined targets and objectives
Allocation of employee and management involvement
Regular monitoring and objective assessment of performance
Process of raising and correcting problems and issues
Continuous improvement
Possible benchmarking or external accreditation to
validate performance.
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In the case of pre-planned events, there must be a
named organiser(s) identified at the earliest possible
opportunity. Where members of the public are to
attend an event, responsibility for public safety rests
with the organiser(s) and may extend to the owner of
the property or land where such events are staged.
In practice most organised entertainments held in
a public place require a licence from Amber Valley
Borough Council.
The organiser should decide on the venue, the size
and nature of the event, the dates and times it will
be open; whether admission will be free, by pre-sold
tickets or by payment at the gate; then estimate the
approximate number and age ranges of the people
expected to attend.
Different agencies may need to be notified of your
event. See this and other Parts for information on
who you need to notify, depending on whether you
need a licence, road closure, Safety Advisory Group
meeting, or other permission to hold your event.
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Organisers Responsibilities
Start organising several months before the event.
You will need to get permission from the landowner.
If you wish to hold your event on Amber Valley
Borough Councils’ land, contact the landscape
services department by emailing landscape.services@
ambervalley.gov.uk. As soon as you have decided to
organise an event notify the Regulation Unit at Amber
Valley Borough Council. They will advise as to what
information they require from you and when it should
be available. You should do this at least two months
before the event, but for Large Events you should
register your intentions 9-12 months in advance of the
event. This allows enough time for you to satisfy to the
Authority that you have identified the risks involved
in your event and you can demonstrate that suitable
and sufficient control measures are to be put in place
at the event to protect public safety. If left too late,
officers will not be able to provide advice for you to
follow which may compromise your event or parts of
the event.
Premises Licence – Licensing Act 2003
You will need to contact the Local Authority if you wish
to undertake any of the following:
• sell alcohol to members of the public (retail)
• sell alcohol to members or guests of your
Registered Club
• provide hot food to members of the public - ‘late
night refreshment’ between the hours of 11pm and
5am
• perform any of the following in front of an audience
or in a Club, ‘Regulated Entertainment’ i.e.
•
a play
•
show a film
• indoor sporting event
• boxing or wrestling (indoors or outdoors)
• live music performance
• play recorded music
• perform a dance
• similar events falling within the description of a
performance of live music, playing of recorded
music or performance of dance.
• Some types of event where audience participation
is part of the entertainment involving the making of
music i.e. karaoke or dance i.e. dancing in a night
club
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• hold a Private entertainment event
where profit (in excess of the cost of the
entertainment) is gained from the event
You need to discuss with the owners of the site to find
out whether they have a “Premises Licence”. This
may cover your event for entertainment and / or sale
of alcohol. If not you may need to submit a “temporary
events notice”. See Part 4.

FOR MORE INFORMATION
CONTACT LICENSING AT AMBER
VALLEY BOROUGH COUNCIL ON
01773 841605
LICENSING@AMBERVALLEY.GOV.UK
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Appointing Responsible
Persons
Organising Committee
Form a Committee, with responsibility for the smooth
and safe operation of the event. Committee members
need to be competent in the areas under their control.
There needs to be a mix of skills and experience and
enough members to share the duties.

• Have the authority, if necessary, to close the event
or part of it at any time, and,
• Arrange for a check of the safety arrangements
to be made before the event is opened and
for monitoring the continuing safety of the site
throughout the event, including structures, barriers,
electrical supplies and installations or other
equipment provided.

A SPECIMEN CHECKLIST CAN BE
FOUND IN APPENDICES.

Event Manager
Appoint one person to be in overall charge of
the event. This person should able to control the
organisation of the event and have authority of
members to undertake tasks.

Safety Officer
A suitably competent person should be appointed
to act as the Safety Officer for the event. (This
appointment does not absolve organisers from their
statutory responsibility for public safety).

Everyone having a specific responsibility before,
during and after the event should be named,
have their responsibilities clearly identified and be
appropriately trained.
Everyone assisting during the course of the event
should be properly instructed in their responsibilities
and what action to take in the event of an
emergency.
Responsibility should be confirmed in writing and
minutes of all meetings should be recorded.

The Safety Officer should be suitably trained and/
or have experience or knowledge of safety matters
appropriate for the event having regard to the size and
nature of the event and the possible level of risks.
Personal experience and knowledge may be adequate
for a small indoor event. For large and/or complex
events you may need professional help and advice.
During the event the Safety Officer or a nominated
deputy should:
• Be on site, easily identifiable as the Safety Officer
eg; by wearing a high visibility fluorescent jacket or
bib and be easily contactable.
• Not be engaged in any other duties or activities that
would prevent this responsibility being carried out,
• Have the means to communicate with the
people responsible for activating any part of the
contingency arrangements;
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Safety Management
Risk Assessment
Planning for the management of your event should be based on risk assessment. Risk assessment is a careful
examination of what is likely to cause harm to people (members of the public, participants and employees
including voluntary workers) posed by the site or activity, and to set out the means by which the risks may be
eliminated or minimised. It is a legal requirement to undertake risk assessments and document them where 5 or
more employees are working at an event.
Your attention is drawn to Regulation 3 and 7 of
the Management of Health and Safety at Work
Regulations 1999. It will be necessary to visit the
site or venue to identify specific hazards. You must
also carry out a Fire Risk assessment and any
other specific risk assessment required under other
regulations that apply to your activities, for example,
where amplified music is to form part of the event,
a Noise Assessment will be needed to ensure that
the legal limits of noise exposure are not exceeded
as outlined in Noise at Work Regulations, or where
Manual Handling activities are to be carried out, an
assessment of these must be carried out to ensure
those who may be affected are not injured undertaking
the activities.
Hazards are defined as being anything with the
potential to cause harm e.g. a dangerous item or
substance, condition, situation or activity.
Risk is the likelihood of the realisation and extent of
a hazard. In a risk assessment, risk should reflect the
likelihood that harm will occur from a hazard and its
severity.
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Preventative and Precautionary
Controls Measures
Once a Hazard has been identified it needs to be
controlled so that it does not cause injury or problems.
There are several hierarchies and principles laid
down in legislation to assist an assessor to select
the most appropriate control measure for a particular
risk, for example in Work At Height Regulations
and in the Control of Substances Hazardous to
Health Regulations. When determining your control
measures, for a particular risk, regard must be had
to any specific legislation that is in force. In addition
codes of practice or guidance may be available
and should be consulted for appropriate standards.

THE GENERAL PRINCIPLES FOR
CONTROLLING A HAZARD ARE
LISTED BELOW, BEST TO LEAST
EFFECTIVE:
•
•
•
•
•

Eliminate the risk by removing the hazard
Subistitute the hazard for a less dangerous one
Reduce risks at source e.g guard, barriers
Instigate a safe system of work
Provide information, instruction training and
relevant people
• Provide personal protection equipment e.g ear
defenders, gloves.
All controls measures require discipline of staff/ those
responsible for them to be maintained. All controls
must be practical and able to be implemented.
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Assessing the Risks
Make a short written note of each of the attractions
and/or activities that make up the event. Identify all
the possible hazards that could occur. Remember any
materials, structure or machinery on or around the site
that might add risk to the event, such as use of ladders,
water features, gas or other fuel containers, etc
Each attraction/activity will have its own special
hazards that should be identified so that
comprehensive safety precautions can be prepared.
Entertainment such as concerts / performances /
dancing / laser and/or fireworks displays will present
hazards that require specialised controls.
When you have listed the possible hazards of each
activity, decide how you will reduce the risks in each
case and the precautions you intend to take.
You must ask anyone supplying and/or operating
attractions/activities and/or equipment at your event to
provide you with their own written assessments and will
need to answer these when looking at site safety as a
whole. You will need to ensure the work of participating
organisations or businesses on site is carried out safely
and with regard to other organisations or businesses,
i.e. ensure that communication between each activity
organiser or business occurs where necessary to
ensure all those on site can and do work safely.

Then assess whether the control measures will reduce
the risk to an acceptable level to protect the persons
put at risk by it. If the risk remains, then identify further
measures to put in place to bring the level of risk down
to an acceptable level or eliminate it all together.
The completed assessments will form part of the
safety manual for the event. This is evidence that you
and your fellow organisers have identified and planed
to undertake all reasonable precautions for a safe
event.
See Appendices for suggested starting point for
outlining your event and minimum areas to include in
your Risk Assessments.

AN EXAMPLE RISK ASSESSMENT
FORM CAN BE FOUND IN THE
APPENDICES AND ON THE AMBER
VALLEY BOROUGH COUNCIL
WEBSITE.

WHEN LISTING POSSIBLE
HAZARDS, CONSIDER:
•
•
•
•
•
•
•
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Older people
People with disabilities
Children (who may be unsupervised)
Excitement generated by the activity
Approximate number of people expected
Consumption of alcohol and how this effects people
Lighting requirements
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Communications
A sound reliable method of communication must be
in place prior to the commencement of the event.
It is essential that stewards and the organisers are
able to communicate effectively. Additionally, at least
one point of contact e.g. a staffed office/location
point should be available on site. This provides a
means of communication between all participating
organisations.
Consider providing personal radio contact between
the safety officer, senior stewards and any other
person responsible for activating contingency
arrangements. It should be noted that if there if a
need to contact the emergency services via the
999 system, you need to request assistance from
Derbyshire Emergency Services as the call is routed
via one of the UK call centres and not straight into the
Derbyshire Services. You must also know the POST
CODE of the event where you are to refer to during
emergency calls.
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Control Room
For large scale events consider setting up a control
room on the site to:
• Monitor the event, giving an early indication of
any problems
• Control any incidents
• Direct resources to deal with any problems
• Act as a base for any communications systems
• Communicate with emergency services and other
agencies.

YOUR EMERGENCY PLAN SHOULD
INCLUDE:
• The action to be taken in the case of any of these
emergencies occurring
• Who will take that action
• How you will let the right people know about the
emergency. (This may include the use of
coded messages)
• What information should be passed on to the
emergency services and by whom
• Criteria for reopening the venue and allowing the
return of the public

The control room should be constantly staffed during
the event and provided with a telephone.

Public Address
Consider providing a public address system for
announcements and instructions to staff and the
public. For smaller events a portable loudhailer may
be sufficient. Larger events may require a system with
an emergency power backup.

Contingency Arrangements and
Emergency Planning
In addition to carrying out risk assessments on the
attractions and activities to be provided at the event,
you must also consider what could go wrong on the
day and draw up an Emergency Plan to deal with
an emergency situation. A copy should be placed in
your safety manual. For large events, a Multi Agency
Emergency plan will be drawn up by the Derbyshire
Local Resiliance Forum’s, County Events Safety
Advisory Group (SAG) – (See Part 4 of this guide) - The
Event Application Process.

You will want to consider making copies of your
emergency plan available to all interested parties,
such as traders etc, who need to be familiar with
the action you and they have to undertake in an
emergency.
Permanent notices stressing key points and pocket
sized aide-memoires could be considered useful.
It is important that your Contingency Plan is discussed
and agreed with the emergency services and that they
are given a copy of the finalised document.

Evacuation
In all cases where a crowd is placed in any confined
space, either indoors or outside, an evacuation
procedure must be part of any safety plan.

This written plan should include details of what you
intend to do in the event of an emergency such as a fire,
accident, crowd disturbance, bomb threat, suspicious
packages, adverse and inclement weather, the need
to evacuate the site, etc. In respect of evacuation it is
necessary to consider where you evacuate to.
Plans for dealing effectively with these contingencies
need to be drawn up well in advance of the event
to allow training of those involved in the required
response.
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General Arrangements
and Controls
Stewards
Organisers will be expected to provide sufficient
stewards to cater for the size and nature of the event,
the security and control of the site and the attending
public. Stewards must be aware of the geographical
location and topography of the site and who are
organised within a defined management structure. You
will be required to provide details of your stewarding
and security arrangements at the planning and
consultation meetings with the Safety Advisory Group.
This will form part of the Safety Advisory Group’s
considerations. The stewarding plan is an integral part
of your Event Safety Management Plan.

In addition, the outcomes of risk assessment will
also impact upon stewarding levels. HSE Guidance
recommends that stewards should be fit, active, aged
not less than 18 years old and have the character and
temperament to carryout the duties required of them.

STEWARDS SHOULD:
• Be familiar with the type of event, layout of the
site and be aware of their role in the Event Safety
Management Plan for the event;
• Be able to communicate at all levels and at all times
be identifiable by means of, for example corporate
jackets, tabards or uniform;
• Have basic first aid and fire fighting training;

Staffing levels may differ if the event is staged indoors
or involves a large number of children. The findings
of any risk assessment will also have a bearing when
deciding upon numbers. Where statutory limits are
not laid down, each task must be listed and evaluated
according to its risk, i.e. Staffing entrances and exits;
controlling access to attractions/activities; patrolling
public areas; securing unauthorised areas; general
crowd control; securing hazards; car parking duties
etc.
The presence of darkness, unsound surfaces, adverse
weather, alcohol or entertainers have potential to
cause crowd problems. The presence of large groups
of vulnerable persons will also increase the need for
supervision.
If the event is to last several hours, extra stewards
should be available to allow others to take rest breaks
etc. The nature of the event itself will be the major
determining factor.
Any person who undertakes duties of that of a Door
Supervisor, or security duties must be Registered
with the Security Industries Authority (SIA).
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Training and Briefing of Personnel
In respect of smaller, community type events, helpers and volunteers will often be put forward by the organiser as
stewards. Conversely, at large organised events a large element of professional stewards, hired from a company,
will often form the nucleus of supervision. In either case our policy is that organisers shall provide stewards with
proper training and a proper briefing in respect of their role. They should be made aware that they act on behalf of
the organiser, to ensure common minimum standards of public safety.

STEWARDS SHOULD:
• Be fit, active, competent and aged not less than 18,
• Be suitably trained and competent to carry out their duties effectively,
• Receive a written statement of their duties, and where appropriate a checklist and a layout plan showing the
key features of the site;
• Receive a final briefing of their duties on the day of the event, particularly about communicating with
supervisors and others in the event of an emergency,
• Be easily identifiable, i.e., wearing high visibility jackets or tabards,
• Know the layout of the site and be able to assist members of the public by giving information about the
available facilities, remembering especially people with disabilities,
• Be aware of the location of the entrances and exits in use on the day, first aid posts, alarm call points,
emergency exit/access routes and locations of fire-fighting equipment,
• Know the ticketing arrangements and be aware of the route in/out for any celebrities,
• Be provided with torches where the event is likely to go on beyond dusk and test this and any other equipment
issued to them prior to the event
• Patrol their allotted areas, being on constant watch for emergencies, paying particular attention to:
•
Any potential hazards (i.e., squeeze points) near their location
•
Ensuring that overcrowding does not occur in any part of the site
•
Preventing the public climbing fences, barriers, lighting/sound towers, equipment, etc
•
Ensuring that circulation areas and exits [including entrances and exits for emergency 				
services] are kept clear at all times. This can be particularly important at indoor events where visitors may
well park their cars outside halls across exit doors/routes from the building
•
Know, understand and have practised their specific duties in an emergency and the arrangements for 		
evacuating the public from the site, including the use of coded messages

The training plan could also identify other more specific training needs such as; first aid, response to fires, use of
communication equipment and recognition of hazardous situations.
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First Aid
You can contact East Midlands Ambulance Service, St John Ambulance, British Red Cross or a private medical
company to arrange attendance and provide first aid cover. You should consider the following:
• The first aid provision needs to be suitable for the
number of people expected to attend and for the
type of event.
• Make sure that the basic services for first aid are
always available. At smaller events, ie, indoor
markets/jumble sales, etc, a qualified first aider
should be present and an area suitable for first aid
treatment, including a supply of water, be available.
• A voluntary first aid society can be asked to provide
a First Aid Post, staffed by qualified first-aiders.
• The first aid post should be clearly signposted and
provided with easy access for spectators and an
ambulance at all times. Where an ambulance is
required, a parking area should be provided close
to the first aid post with a clear exit from the site.
• Make sure that all persons assisting at the event
know where the first aid post is, and, where
appropriate, the identity of the first aider.
• Locate the nearest telephone box, provide access
to a telephone or provide mobile phones.

THE FOLLOWING GIVES A GUIDE TO THE MINIMUM FIRST AID PROVISIONS:
Number of people
attending

Number of First
Aiders

Number of first
aid posts

Ambulances

500

2

1

-

3,000

6

1

1

5,000

8

1

1

10,000

13

2

2

There should be no double counting i.e. even if stewards are first aid trained, they cannot be counted as first
aiders if they are providing a stewarding role. This is to ensure that in the event of an emergency there are
sufficient stewards and first aiders available to deal with the situation.
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Electrical Supplies, Installations and
Equipment
A suitably competent electrician should install the
whole installation, including wiring, switchgear and
any generator and must provide a written certificate
confirming electrical safety.
The safety standard of the installation should be at
least that of the current I.E.E Wiring Regulations.
A safe temporary electrical supply should at least
include:
• The supply being protected by suitable earth
leakage device[s], R.C.D, having a maximum
tripping current rating of 30 mA
• The use of cables of the correct rating for the
possible load with no damage to the insulation and
using the correct type of connectors for external
use
• All supply cables being positioned so they are
NOT liable to physical damage, e.g., not through
door openings, across the surface of walkways/
roadways
• All cables, including to sound equipment, being
positioned so as not to cause trip/other hazard
• Any generator and/or electrical equipment,
including switchgear, to be satisfactorily barriered to
prevent unauthorised access and/or interference
• Any generator being supplied to have a certificate
to show it is electrically safe.
• All electrical equipment used at the event must be
in a safe condition and suitable for that type of use,
IP44 rated connectors should be used outside.
It is strongly recommended that you have a spare
supply of suitable plugs, fuses and waterproof
connectors readily available in the event of damage or
loss of an existing item.

Liquid Petroleum Gas (LPG)
Gas cylinders should be handled with caution. Gas
cylinders must be treated as if they are full at all times.
Gas bottles must be kept and used either in purpose
built ventilated cabinets or in the open. If bottles are
stored or kept in the open then they are required to
comply with the following:
• Securely fixed (securing to a stake is suitable) with
the valve uppermost
• Protected from tampering or accidental damage
• Away from sources of ignition at least 1m from the
container valve or connections
• All areas containing LPG cylinders must be
conspicuously signed ‘LPG Highly Flammable’.
• Flexible pipes should be as short as possible and
must be in good condition.
• Hose connectors must be either crimped or secured
by means of a jubilee clip. Rubber hosing without
any means of securing is not acceptable.
• Flexible pipes used in vehicles must be armour
plated or reinforced rubber hosing and have
crimped connections.
• Fittings must be compatible with the type of
cylinder/equipment in use and be in good
serviceable condition
• Propane and Butane gases sink in air, so should
not be stored near to gulleys, drains or other holes
where the gas may build up if a leak occurs.
• Mobile vehicles using LPG must ensure the
equipment and pipework is maintained. Food
business operators will be asked to show that
maintenance is being carried out on equipment.
This is usually by the production of a Gas Safety
certificate, that has been issued by a Gas Sale
Engineer who is competent in inspecting the
equipment. See
www.gassaferegister.co.uk for gas safety
engineers.

A certificate for the electrical installation for
the event must be available for inspection to
enforcement officers prior to the event opening
and on request.
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Fire-fighting

Pyrotechnics/Fireworks

Organisers are responsible for providing equipment
for putting out small fires (e.g. fire extinguishers, fire
blankets) throughout the site. Extinguishers should
be checked at least monthly and inspected by trained
personnel yearly. The date of service should be
recorded on the extinguisher.

A specific Risk Assesment will be needed if your event
is to include pyrotechnics and fireworks.

Make sure that stewards know where the equipment is
and how to use it. They should be told not to attempt to
fight major fires.
The Fire Brigade must be called at once to any fire,
suspected or real, however slight.
See www.communities.gov.uk for fire safety information.

Generators.
Use of petrol generators are more hazardous than
diesel ones so they should not be used at events.
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You must create a safe sterile area, preferably using
barriers, where the public may stand to view the
spectacle. This area must be a safe distance from any
entertainment, in accordance with health and safety
guidance. (see Purple guide and HSE website.)
If fireworks are to be displayed then a very secure area
needs to be identified for the setting of these devices.
Additionally an area of sterile ground must be identified
to facilitate “fallout“. Organisers are strongly advised
to aquire the services of a professional company.
Whilst fireworks may appear innocuous in the hands
of inexperienced handlers they can be extremely
dangerous. Guidance is available at
www.hse.gov.uk/explosives/fireworks/using.htm and two
priced publications HS(G) 123 HS(G) 124.
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Provision of Food and
Drink
Food Safety
Food business operators must demonstrate that they
have identified the potential food hazards within their
food business and have adequate controls in place.
There are challenges to be faced by businesses
trading in an open field, marquee, mobile vehicle and
these must be controlled and the appropriate facilities
provided to ensure hygienic and safe food operations
e.g. potable water supply, clean water storage,
hygienic waste water disposal methods, hand and
equipment washing facilities. You will need to check
that the water supply for food vendors is potable.
Documentation commensurate to the nature of the
food business is required to be kept and maintained
by the food business and with each mobile, stall or
marquee.
Organisers will be asked at an early stage to provide a
list of all food business that will be attending the event.
Food businesses must be registered with the local
council where they are from and this will be checked
by local authority officers.
Businesses not registered will not have been inspected
by a Local Authority and may pose a serious risk to
public health. Food Vendors not complying with legal
requirements face prosecution and prohibition from
trading at the event.
Enforcement officers may visit during set up and
during the event to check that food hygiene controls
are in place.
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Barbecues
BBQs and spit roasts must be sited to the rear or side
of a stand on stable ground, with barriers to protect
public from burns and flame.
Weather protection is required for foods awaiting
cooking / service
The BBQ must be sited away from flammable
materials
There are generally two types of BBQ, charcoal and
LPG. If LPG is used special consideration must be
given to its use. See p18.
Use of BBQs must be included in the fire risk
assessment.

Mobile Food Vehicles / Food Stalls
There are structural standards that are required for
mobile food vehicles and stalls selling food, relating
to food safety and to fire safety if LPG or fat fryers or
generators are part of their make up. See p18.
Enforcement officers from the Regulation Unit and the
Fire Authority may wish to inspect mobile vehicles or
stalls during start up and during the event to check
the required safety measures are in place. Organisers
must use registered food businesses (businesses that
are registered with the Local Authority where they are
based).
You can check the hygiene rating that a local authority
has given a business at www.food.gov.uk/ratings.
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Welfare Facilities
Toilets and Hand Wash Basins
You must provide an adequate number and type of
toilets for the number of people expected, including
provision for people with disabilities.

THE FOLLOWING FORMULA IS
SUITABLE:
Female
Conveniences

Male
Conveniences

1 w.c. per 100 females

1 w.c. per 500 males,
plus, 1 urinal per 150
males

Where possible, provide wash hand basins in the
following ratio:
• 1 per 5 sanitary conveniences.
Each basin should be provided with hot and cold water
or water at a suitably controlled temperature, soap
(or antiseptic hand wipes/gel where hot water is not
provided) and suitable hand drying facilities.
It is best to use toilets that are connected to mains
services, but temporary units may have to be provided.
You should also consider appropriate sanitary
accommodation for wheelchair users and other people
with special needs attending the event. It is suggested
that 1 toilet with hand washing facilities should be
provided per 75 people with special needs.
You will need to arrange for all the toilets to be serviced
regularly to keep them fully operational, clean and
hygienic throughout the event. For large or long term
events, the emptying of temporary toilets may be
required.
You will need to provide direction signs to indicate the
location of the toilets and provide adequate lighting
where necessary and if the event continues into the
evening.
Unisex toilets are not normally acceptable except at
very small events.
Note that food vendors will need access to their own
hand washing facilities separate to the facilities
provided at sanitary conveniences - with hot and
cold water - Gel is NOT ACCEPTABLE as a hand
wash for food handlers.
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Insurance
Employers liability
It is a legal requirement that appropriate insurance
cover is provided for the event in respect of
employer’s liability. The level must be appropriate for
the size and nature of the event.

Public Liability
You will be expected to have Public Liability Insurance
for events held in Amber Valley.
The certificates of insurance must be presented
to the Enforcement officers of the Council when
requested, and / or the Safety Advisory Group for
inspection where they are involved. The insurance
will be checked to ensure that it will be valid during
the period of the event and that the level of indemnity
is sufficient and will be expected to be of a minimum
limit of indemnity of £5 million for events attracting
over 3000 people.
Public Liability Insurance must cover
•
•
•
•
•

Cancellation,
Postponement,
Abandonment,
Public liability,
Event property.

Contractors Insurance
Where organisers are using contractors, they
should check that the contractors have their own
public liability insurance and that contractors
comply with any policy terms and conditions.
Written evidence of such cover should be
obtained by the organisers prior to the event.
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Site Preparation
and Facilities
The following examples identify some of the factors
likely to require consideration in the choice and
preparation of the site, the activity to take place.
Guidance is given on how to eliminate them:

The Site
The site needs to be big enough for all the activities
planned.
For all events there must be plenty of space for the
public to move around stalls; rides; performance/
stage, arena/exhibition areas, etc, and to have
unobstructed routes to exits. This is especially
important at indoor events to prevent stalls/goods
obstructing exit routes and doors.

PREPARE A PLAN OF THE SITE:
• Show the position of all the activities/attractions,
circulation routes and exits. This drawing should be
updated if your plans change. Copies of the final
version must be available at the event.

Condition of an Outdoor Site
CHECK THAT:
• The site will be suitable in all weathers and that
any staging/structures will be safe in bad weather
conditions, and the land is able to support the
equipment placed on it in adverse conditions.
• There are no trip, slip or other similar hazards to the
public, e.g. trailing cables, guide ropes
• There are no obvious hazards on both the site and
surrounding areas, such as overhead power lines;
stored chemicals or machinery; unfenced holes;
steep drops between different ground levels; ponds/
water and unsafe or other structures that the public
should be kept away from by means of barriers/
fencing
• There will be suitable lighting throughout the site,
including emergency lighting, if the event will go on
after dark.

Preparing the Site
Make sure that construction work and vehicle
movements that may take place during site
preparation are supervised and/or protected by
suitable barriers.

Public Entry and Exit (including
Vehicles and Car Parking)
THE PLAN SHOULD:
• Show you have sufficient exits for a mass orderly
evacuation of the site
• Identify entrances and exits together with access
for use by emergency vehicles (fire engines needs
3m width to drive down on firm / tracked ground).
These should be agreed with the emergency
services bearing in mind the size and weight of
their appliances.

Arrange separate vehicle and pedestrian entrances/
exits to the site and arrange entrances so that any
queues that may form do so off the highway and
therefore do not obstruct vehicle access or nearby
road junctions.
Site any car parking well away from the pedestrian
areas of the site. Clearly signpost the parking area
and do not allow cars to be parked anywhere else.
Car parking areas need to be designed so that
vehicles can get onto the site easily and are not
queuing back onto the highway. You will need to
eliminate hazards to pedestrians such as reversing
vehicles. Stewards used for this purpose must be
appropriately trained in traffic management.
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Except for emergency purposes, vehicle movements
in the public areas of the site during the event or as
the public are leaving should not be permitted.
When there is a limit on the number of people that
can be accommodated at the event, make sure the
entrance is well stewarded and that an accurate form
of head counting is operated to prevent overcrowding
on site and at exits. This is important at indoor venues
where the maximum number of people will be set
either by the area of floor space available or the size
and number of fire exits to enable evacuation in 2
minutes. (A normal pair of exit doors 1.2m wide will
allow 300 people to pass through in 2 minutes).
Outdoors, provide at least two pedestrian exits from
the site. The number and size of the exits should be
large enough to permit an orderly evacuation from the
site in less than 8 minutes. Exits should be not less
than 1.2m in clear width [which will allow up to 1000
people to pass through in 8 minutes], spaced well
apart around the site, clearly marked, kept free from
obstructions and well lit where the event is likely to
last beyond dusk.

Staff Safety

YOU SHOULD CONSIDER THE
FOLLOWING :
• Cash handling; and security arrangements for
staff who are handling cash, many of whom may
be unfamiliar with this role.
• Late finish; If the event is to finish late, make sure
that all staff can get home safely and that they do
not have to wait alone at bus stops, stations and/
or travel alone. Consider arranging taxis for staff
where public transport will be a problem.
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Barriers/Safety Barriers
Barriers will often be required around attractions,
displays and equipment to protect the public and/or to
prevent unauthorised interference, taking account of
the presence of excited people, especially children.
Examples where barriers may be required include
barbecues/spit roasting; moving machinery, including
displays/demonstrations involving steam engines,
welding, woodturning, etc; electrical equipment/
switchgear, movement of animals on site.
Any barrier/fencing used must be capable of
withstanding any reasonably foreseeable loading. The
design must be suitable to contain and protect people,
including small children. Single rope barriers may
not be sufficient. Purpose built metal crowd control
barriers are advised.
Regular checks to barriers should be undertaken to
check for damage/gaps etc. There are many types
and configurations of barriers. Advice can be sought
from suppliers and the Regulation Unit.

Staging or Structures
If seating, staging, lighting/sound towers, etc, are to
be erected this must be done by a competent person.
A full health and safety risk assessment and method
statement must be available for the erection of the
structure.
Your Fire Risk Assessment should contain information
relating to the safety aspects of marquees and tents,
including their siting, construction and the provision
of exits, normal and emergency lighting, etc (see
marquees page 26)
Arrangements should be made to stop unauthorised
persons gaining access to or interfering with
equipment, etc, when the event is open to the public.
All staging and/or structures should be positioned
so as not to obstruct any entrances or exits from
the site. The open edges at the side and rear of any
performance platform should be guarded to prevent
people falling off. Secure, safe flights of steps should
be provided to access the platform.
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All staging and structures should be free from trip
hazards and other physical hazards (i.e., sharp edges/
points/ protruding support members).Consideration
should be given to providing barriers and/or padding
to tent pegs etc, to help prevent injury in case of falls.

Access for all, People with
Disabilities
It is acknowledged and accepted that disabled
spectators feature as part of many crowds. It is a
legal requirement to ensure that their needs are taken
into consideration during planning arrangements.
Make sure that the ground conditions in public areas
and access pathways are suitable for people with
disabilities, as well as families with toddlers and
pushchairs.

Water
Water provision must be identified and from a potable
source. You will need to have arrangements in place
for ensuring that the water is potable which may
include providing microbiological testing results.

Information Point, Lost Children and
Lost Property
Provide a location where enquiries can be made
about lost children, lost property and for information
about the event.

Information and signage
Organisers should make provision for sufficient
signage to be available around the venue.
Signs complying with the Health and Safety (Signs
and Signals) Regulations 1996 are encouraged. This
facilitates the use of internationally recognised logo’s,
most important to non English speaking/reading
elements of the crowd.
At larger events provide site maps at the entrance
and around the site and signs to indicate the other
activities, attractions and facilities.

Waste and Re-cycling
Provide an adequate number of rubbish bins around
the site where they will be most required. Make
arrangements to empty the bins regularly and to
dispose of the rubbish satisfactorily at the end of
the event. Waste must be collected by a Registered
Waste Carrier and a Waste Transfer Note obtained for
the waste taken from the event.
Discuss waste and recyling provision at your event
with the owner of the land you are holding your event
on to see if you can arrange the additional collections
and bins through that contract. If this is not possible a
separate contract may need to be arranged.

Directions and Signage

Management of lost children will need to be
considered and arrangements made to safeguard
them until they are reunited with their parent or
guardian.

In promotional literature/event programmes, public
transport, directions and travel routes with advice
on planning journeys, public transport, travelling
in groups and avoiding short-cuts, can be helpful,
particularly if the event is to finish late.

Crowd profiling

Any temporary direction or other signing on the
public highway street furniture or on Pavements /
grass verges that are not privately owned, will require
specific approval of Derbyshire County Council
Highways Authority.

Risk associated with the same hazards may increase
or decrease given different crowd profiles. Young
children, teenagers and the elderly all have different
needs and any risk assessment should take account
of profiles.
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Vehicle and Animal Movement
Where animals and moving vehicles are on display,
separate traffic routes and public viewing areas should
be provided. To prevent access, substantial barriers
and appropriate signage should be provided.

Where possible fields used for grazing or stockholding
of animals should not be used for camping, picnicking
or play areas. If fields which have been used for
grazing or stockholding animals area to be used for
recreational purposes, the advice is as follows:

If vehicles or animals have to be moved from one
area to another and separate walkways/traffic routes
are not available, arrangements should be made
for contact between vehicles and animals and the
members of public to be eliminated as far as is
possible. Clearly identifiable marshalls should be
provided to supervise these movements.

• Keep farm animals off the fields for at least the
three weeks prior to use and during it (60 days is
recommended)
• Remove visible dung – preferably at the beginning
of the three week period
• Mow the grass – keep it short and remove the
clippings before use
• Provide hand washing facilities at strategic places.

Competitors should be advised to ensure that animals
are not left unattended at any time.

Use of Marquees

Appropriate and adequate signage for pedestrian
viewing/public viewing areas should be displayed to
ensure pedestrians remain in designated areas.

Performing Animals / Circuses

A Risk Assessment must be undertaken for the use
of Marquees and tented structures at the event.
This must cover delivery, set up, use, break down
and removal from site of the structure. An external
contractor is likely to be used particularly for large
tented structures i.e. Big Top type tents.

The training and exhibition of performing animals is
regulated by The Performing Animals (Regulation)
Act 1925 which requires trainers and exhibitors of
such animals to be registered with the local authority
(Trading Standards Department)– in the case of
travelling animals, this is the authority of their Home.
The Animal Welfare Act 2006 is also relevant. You
must ensure that the appropriate licences have
been obtained for any animals due to be part of your
entertainment.

Organisers and contractors must have regard to
MUTAmarq Accreditation scheme and Best Practice
Guide – last updated March 2012. See references.
Confirmation that the marquee is flame-retarded must
be obtained from the supplier. Details of Emergency
lighting, seating plan, emergency exits will be
requested by Amber Valley Borough Council officers
when they inspect the site.

Use of Farm land – minimizing risks
to visitors from animal bacteria

If an accident occurs, the names and addresses of
witnesses should be obtained, photographs taken as
appropriate and a report made by the organisers. An
accident form should be completed and a copy sent
to the landowner. You will also need to advise your
own insurance company. If any accident or dangerous
occurrence is reported to you, action must be taken to
prevent any further incidents taking place.

All animal faeces contain infections organisms but
the main concern is Ecoli 0157 which has been the
source of serious ill health in a number of investigated
incidents. People who eat and drink in fields that have
housed animal livestock, without first washing hands,
are at increased risk. E Coli 0157 is a bacteria that
can be excreted by cattle, sheep, deer and goats and
has been found to be excreted by wild rabbits. You
will not be able to tell if animals are infected or not as
they carry the organism without harm to themselves.
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Accidents.

You must familiarise yourself with the requirements of
“RIDDOR“. Details on how to report an accident under
RIDDOR can be found on the Amber Valley Borough
Council website or the HSE website.
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You need to ensure that the controls that have been
identified in Risk Assessments are being maintained on
site. Organisers will be expected to provide appropriate
personnel for this task and monitor their event and not
rely on enforcement officers to undertake this work.
Whilst most events will be small in nature, the level of
involvement from Safety Advisors Group – See Part 5
members will be determined by the assessment they
themselves have carried out. In many cases most
small events will be provided with reactive support as
required from the authorities. Enforcement officers will
react to complaints and non-compliances brought to
their attention by third parties. If monitoring visits are
made non compliances observed will be dealt with. Full
cooperation is necessary by organisers and their staff if
action is requested by Officers.
Where an event falls into the definition of a ‘large event’
or the SAG determines a public safety risk or potential
breach of any the four key licensing objectives, then
SAG members may play a more formal pro-active part
in the monitoring of the event. Some large events for
example may require the provision of an event control
room, to house key personnel and their communication
equipment from relevant agencies. This is to allow those
personnel to monitor and co-ordinate safety and the
appropriate responses to any incident, which may impact
upon public safety at the event or in the wider area. The
requirement and the location of an event control room
will be determined in consultation with the SAG.
Daily de-briefs between the organiser and the SAG
members may also be required or necessary on ‘large
events’.
An event safety checklist is available on the Amber
Valley Borough Council website
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Site Supervision
Health and Safety management and Risk Assessments
must cover work undertaken on site after the event,
during take down and clearance of the site. Adequate
First Aid provision must be provided for workers on site
during this period and supervision from the Health and
Safety Officer.

Site condition.
After the event, another inspection should be carried
out to make sure nothing has been left on the site which
could be hazardous to future users. This inspection
should also identify any damage which may have
been caused during the event. If any structures are
left overnight, it must be ensured they are left in a safe
condition and are safe from vandalism etc. If numerous
structures are left, specific security arrangements may be
required.

Accidents.
Ensure that any RIDDOR reportable accident has been
reported.

Claims.
Should any person declare an intention to make a claim
following an alleged incident associated with the event,
you should contact your insurers immediately. They may
request your paperwork relating to the incident.
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also require a completed accident form.

After all events, a de brief should be carried out to
enable organisers to learn from occurrences and identify
learning points for the next event organised. Amber
Valley Borough Council or the Safety Advisory Group
may call a de brief to share any enforcement concerns
that have arisen during or out of the event.
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Events on the Highway
Guidance for Organisers of Events on Using the Highway

NOTE: THIS SECTION SHOULD
BE READ IN CONJUNCTION WITH
PART 1

Co-ordination
Road works are always a pre-event consideration. At
an early stage of route selection, organisers should
liaise with County Council highways (see contact
phone numbers) to ensure that routes do not conflict
with planned road works or other events.

Road safety
All roads likely to be affected by the event should be
identified at the earliest possible stage in order that
advice may be sought in respect of road safety.
Where events are likely to affect movement of traffic,
Road Closures may be needed. Contact Derbyshire
County Council Highways department and consult
your local Police for advice. Stewarding is likely to be
needed from you to assist in the Police activity of road
closing and this must be arranged and provided as
necessary.
Much thought should be put to the time and day of the
week upon which events are scheduled. Weekdays
should be avoided and times selected to minimise
inconvenience or clashes with other events.
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A march or parade is extremely vulnerable when
forming up. Account must be taken of the tendency for
participants to wander into the road. Where possible
off road sites such as parks or schools should be
chosen.

ROUTES MUST BE CHOSEN
CAREFULLY; THE RISK
ASSESSMENT PROCESS
SHOULD CONSIDER:
1.
2.
3.
4.
5.
6.

Number and safety of participants
Age and fitness
Length of route
Exposure to the elements (time factor)
Availability of refreshments
Opportunity for the elderly and young to
obtain a rest period
7. First aid facilities throughout
8. Number and make up of stewards
9. Unnecessary detours (make it as direct as
possible)
10. Traffic congestion and access of buses
11. Road safety considerations

Account must be taken of parking; participants arriving
in coaches need an assembly point that is suitable
for this purpose. It is desirable for coaches to go on
ahead of the march to the dispersal point. Participants
can then disperse immediately into their vehicles.
Responsible stewards should be appointed who are
clearly identifiable. Advice can be sought on numbers
relevant to a particular occasion. Stewards should
receive a full briefing prior to the event by the event
organiser in respect of their roles and responsibilities.
In respect of carnivals, in particular where lorries and
floats are used, regard should be taken of the width
of the road relative to the size of vehicle. The route of
travel should be checked before-hand.
A risk assessment should be undertaken to determine
possible hazards, such as roadworks, uneven
surfaces, narrow roads, low branches etc. Where
vehicles are to be used for the carriage of persons,
they must be suitably insured for this purpose.
Completely open-back lorries should not be used.
Some structure should be attached which gives a
measure of protection and something to hold onto.
It is illegal and dangerous for persons to be allowed to
sit on open-back lorries or trailers when they are being
driven at normal speed either to or from the event.
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Generators

For all float organisers:
• Ensure that the event organiser has been notified of
your float in the procession line-up before the day
of the event.
• The driver of the float must be competent and
experienced. Any relevant qualifications (e.g. Public
Service Vehicle license) should be made available
for scrutiny.
• Ensure your music system and/or float display is
secure and structurally sound.
• Do not stack speakers so that they are unstable.
• Do not cause noise nuisance to people along the
procession route.

• If you are using a generator for your power supply,
ensure it is sited away from people on the float and
away from combustible materials (including fuel).
• You must ensure the generator has adequate fuel
before the procession starts. Fuel must be stored in
a properly marked container.

People on the float
• No items may be given out or thrown by people
travelling on the float. Money may be collected only
by identified walking collectors.
• Leaflets must not be handed out directly from the
vehicle. All children should be sitting or kneeling
on the floor of the float. Adults should stand only if
there are suitable hand-holds.

Vehicles:
Fire Safety:
• Every float must have a fire extinguisher and a first
aid kit. A dry powder extinguisher of 2.5 kg capacity
is the minimum requirement.
• All materials used for the construction and
decoration of the float must be fire retardant.
• In the event of a fire, the float organiser or another
responsible person should dial 999 immediately
and ask for the fire brigade. If generators or LPG
cylinders are involved, tell the fire brigade where
they are, and how many there are. Warn people to
keep as far away as possible.

Electrical Safety:
• All electrical connections and wiring must be safe.
For advice ask a competent electrician. On the
float, wires and cables must not cause a tripping
hazard.
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• All vehicles must have adequate insurance. If the
float has seats they must be adequately secured to
the float and used by float personnel. All props must
be secured.
• All floats must be adequately supervised. The float
supervisor must be able to communicate with the
driver. People may dismount from the float only if
absolutely necessary, and no person may dismount
from or board a moving float.

Walking floats:
• People walking in the procession must stay in front
of or behind each float. Money collectors only may
use the pavement, well away from the side of the
float. It is important that walking adults keep control
of children accompanying them.
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NOTE: THIS SECTION SHOULD
BE READ IN CONJUNCTION WITH
PART 1
Where a road closure has been granted, organisers
should ensure that a substantial vehicle is placed
at the front and rear of marches. This is to prevent
collision should an accident occur. Additionally, it is
advisable to have an ambulance with the parade in
case of an emergency. It is advised that the vehicle at
the rear is operated with its lights on, hazards warning
lights on, and flashing beacons are used if fitted. The
vehicle could also be fitted with a purpose made sign.
If a road closure has not been granted, organisers are
not able to use protective vehicles on the highway.
This would constitute an offence. The advice within
the Highway Code should be followed.
It should be borne in mind that any event on a public
highway involves a significant amount of risk; this
does not dissipate merely because marchers are not
on a main arterial road.
Where marchers pass along narrower side streets,
consideration should be given to suspension of
parking on at least one side. This could be coned
throughout. This can be agreed following consultation
with the Police.
Where junctions are to be closed along the route,
Policing must be agreed with Derbyshire Police and
agreement made on the provision of stewards to
assist with this.
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NOTE: THIS SECTION SHOULD
BE READ IN CONJUNCTION WITH
PART 1
Routes should be examined by organisers carefully
relative to the amount of runners.
Age and ability should form part of the initial risk
assessment. For example, runners of compatible
ability are likely to run in a tight group. This could
increase the potential for pinch points.
Where possible, total diversions are desirable; if this
is impracticable, then metal barriers must be placed
between runners and traffic.
Where minor roads abut major roads, and those major
roads form part of the route, they should be closed
by means of barriers; simply posting a steward is
insufficient.
Routes should consist of left turns only in order to
avoid crossing oncoming traffic.
Account should be taken of commercial premises
along the route. There is little point in closing the
road, only to find that vehicles from car parks and
residential premises etc, can access the main route.
Provisions to allow access to premises will have to be
made during the planning stages.

The timing of the race is crucial to safety. For
example, times which clash with peak traffic periods
should be avoided. This is both in the interests of
participants and officials who have to lay out the
course prior to the race.
Safety measures should be taken to ensure that such
officials, when placing cones and barriers out on the
highway, are afforded maximum protection. Flashing
beacons to warn motorists, together with a substantial
vehicle to prevent collision and the wearing of high
visibility clothing are minimum requirements.
In addition to cones and barriers, organisers should
ensure that supplementary warning is given to
approaching motorists. Lane closure signs, keep left/
right arrows etc., as per the requirements of Chapter
8 of the Traffic Signs Manual (See References) must
be included in the traffic management plan. It cannot
be assumed that oncoming traffic will automatically
recognise a coned lane as sterile; experience has
shown that often, if no prior warning is given, drivers
will become confused, thereby creating a potential
danger.
Race organisers will provide first aid provision. At least
one mobile first aid centre should be available in case
of either accident or illness. An immediate response to
a collapsed runner can have a dramatic impact upon
recovery rate.
Medical facilities should form part of risk assessment,
and early consultation with both the ambulance
service and voluntary organisations will help ensure
the correct level of response.

Organisers should establish whether any other events,
such as weddings, church services etc, are taking
place at institutions along the route. If so, similar
provision to allow access will have to be made during
the planning stages.
Road works are always a planning consideration. At
an early stage of route selection, organisers should
liaise with County Councils Highways to ensure that
planned road works do not coincide with race dates.
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Clear advice should be given to intending participants
in respect of adequate footwear and clothing.
Remember! Many people, especially in walking events,
will be participating for the first time; their expectations
may far exceed their physical capabilities. All such
advice should be in writing.

Whilst it is accepted convention that sponsored walks
are often much longer than road races, consideration
should be given to the physical limitations of
participants.
There is little merit in choosing a route very few people
will complete.

Occasionally, people are disposed to walk the course
in fancy dress. Whilst this adds to the fun element of
the day, it can also add to fatigue, especially in hot
weather. Advice should be issued by organisers in
respect of the wearing of unsuitable dress.
Walking events are often organised during summer
months. In view of this all stewards should be briefed to
recognise the signs of distress, especially dehydration.

In almost every case, sponsored walks or similar
events can be conducted along footpaths or bridleways, or a combination of both. Amber Valley Borough
Council will be able to give advice on the use of
footpaths and bridleways. Land owners should also be
consulted.
The fact that such events take place off the road does
not diminish in any way the organisers responsibility
to provide adequate, competent stewards. Risk
assessment will help in determining numbers. Provision
should be made to provide sufficient numbers of
stewards to cover for rest breaks, illness etc.
Stewards should be clearly identifiable and have
means of communication with each other/organisers.
Distance being the deciding factor, sufficient rest/drink
stations and toilets should be available along the route.
This will provide for the comfort of participants (these
should not be at the same place in order to avoid
congestion).
It is advisable that, in addition to a mobile first aid
response, identified stewards will carry with them a first
aid kit to attend minor injuries.
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A clear policy should be in evidence to ensure
consistency throughout the course, particularly in
respect of persons retiring from the event. Transport
should be available to pick up those who wish to retire
early. Additionally, stewards should have a consistent
Policy for those who, whilst wishing to carry on, clearly
are unable to do so.
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If at any point walkers must walk along a highway and
a road closure authority has been granted organisers
should ensure that a substantial vehicle is placed at the
front and rear of the walkers or alternatively suitable
barriers should be erected. Where a vehicle is used it
is advised that the vehicle is driven with its lights on,
hazard warning lights on and flashing beacons used
if fitted, this is to protect participants from other road
users.
If a road closure authority has not been granted
organisers are not able to use protective vehicles
or barriers on the highway, this would constitute an
offence. The advice contained within the Highway Code
should be followed.
As with other events, serious consideration should
be given to staging them off the highway. Many very
successful walking events have been staged in parks
and playing fields.
For safety reasons, it is desirable to start and finish
such events in a park or school playground etc.
Entering and alighting to and from vehicles on a public
highway can place participants in danger.
Litter squads should be built into the stewarding
arrangements. Considerable bad publicity can follow an
event if empty drink cans and litter are strewn along the
highway.
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NOTE: THIS SECTION SHOULD
BE READ IN CONJUNCTION WITH
PART 1
Motorcades are usually associated with celebrations,
and in particular, centre around large club events. This
type of celebration takes place from an open top bus
with a display of a cup or trophy.
Organisers should keep the number of vehicles to
manageable levels.
Main arterial routes should, as far as is possible,
be kept open, as these will generally form part of
Emergency Services clear routes.

celebrations, persons may attempt to scale the bus or
jump onto flat backed lorries. They may also attempt
to gain an elevated position by climbing onto roadside
furniture or other structures such as scaffolding or
high buildings.
Every precaution should be taken to prevent such
occurrences. Barriers and/or fencing along the route
should be used.
Motorcades usually conclude at the Market Place
Ripley. Crowds are likely to gather at these areas
prior to the arrival of the principles. As stated above,
they may also attempt to gain an elevated position by
climbing onto roadside furniture or other structures
such as scaffolding or high buildings.
If organisers elect for a motorcade, the showing
of the trophy to the public at the reception area is
not advised, as this can encourage a cross flow of
pedestrians from the route into a potentially already
crowded reception area.

Crowd euphoria is often a major factor in such

9
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NOTE: THIS SECTION SHOULD
BE READ IN CONJUNCTION WITH
PART 1
Charity stunts generally attach a high degree of risk.
Activities such as barrel pushes, car and truck pulls,
bed pushes, bungee jumping and unicycle stunts are
considered unsuitable for the public highway.

10
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Events on Private or Council Land
•
•
•
•
•

Community Festivals (Off The Highway)
Concerts
Motor Sport
Events on parks
Markets

NOTE: THIS SECTION SHOULD BE
READ IN CONJUNCTION WITH PART 1
If your event is being held on council owned land,
permission will need to be obtained. Organisers
should contact Amber Valley Borough Council
(see contact numbers) to obtain a Booking Form.
Additionally, you will be issued with a form explaining
the conditions you will be required to adhere to when
using Council land. For events to be held on a Park,
contact Central Operations 01773 841437. For Events
to be held on other Council land, contact the Market
Town Centre Officer 01773 520363

Inflatables
If you are planning on using a bouncing castle or
similar entertainment: you should ensure that it is
operated in accordance with Health and Safety
Executive Guidance for this type of equipment –
see www.hse.gov.uk .
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Use of generators: The siting of the generator with
inflatables is of paramount importance as experience
has shown that, if unprotected, children may fall off
the inflatable equipment onto the generator. Advice
issued by the Health and Safety Executive strongly
recommends that all generators have a protective
cage and are provided with a barrier to prevent
access. Additionally, inappropriate siting may cause
noise nuisance to neighbouring householders.
All generators should also have an earth stake and an
earth leakage trip device in case of any malfunctions.
Any equipment used should be maintained, inspected
and certificated in accordance with health and safety
legislation and manufacturers/suppliers guidance.

Tented structures
If tented accommodation is provided at your event,
special care needs to be taken over three issues:
1. The appropriate number of exits are available within
the tent.
2. The company from which you hire the tent has the
appropriate flammability certificate.
3. All tent pegs are adequately marked and ideally
barriers should be used in order that members
of the public cannot either trip over them or
inadvertently walk into them causing a fall or cuts.
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NOTE: THIS SECTION SHOULD BE
READ IN CONJUNCTION WITH PART 1
In addition to information given in Part 1 of this guide,
the following is a list of additional considerations.
• The organiser must make a realistic assessment of
the nature of the event. This must apply especially
to the expectations of the intended audience.
• If the audience is led to believe they will be viewing
a chart topping act and they are treated to a much
lower standard, problems may ensue.
• The simple message is: do not make promises that
cannot be fulfilled.
• You must assess the nature of the act and the
potential audience they are likely to attract. Crowd
profiling will then guide the arrangements.
• Organising outdoor concerts is a completely
different operation to those contained within a
pub or club. There are a number of major outdoor
concert promoters in the county and ‘big name’
productions are best left to these experts.
• If organising a pop concert, the ‘purple guide’ is
essential reading. All organisers are advised to give
special attention to the following areas:
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1.
2.
3.
4.
5.
6.
7.
8.
9.

Toilet provision and siting
Site access/egress
Car parking and traffic movement
Special viewing areas
Tents and marquees
Catering facilities
First aid
Stewarding
Emergency evacuation

• Access for all should be a major planning
consideration and will enable persons with special
needs to enjoy the event.
• It is maybe useful to divide the whole concert
area into sectors Each sector or zone can then be
made self contained with its own toilets, feeding
arrangements etc.
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NOTE: THIS SECTION SHOULD
BE READ IN CONJUNCTION WITH
PART 1
The organiser of an event which includes the use of
motor vehicles in a public place will need to obtain
authorisation under section 13A of the Road Traffic
Act 1988 if the event unnecessarily involves the
driving or riding of vehicles in a manner which could
be considered dangerous or careless.
• This is very much expert territory, and additional
guidelines apply. The RAC Motor Sports
Association is the recognised authority in respect
of motor sport including vintage rallies and they
should be consulted by the organisers. The
RACMSA has rule books which clearly state the
safety arrangements organisers must make so that
risk to the public and those taking part is minimised.
• Organisers should apply the same best practice to
site preparation in this case as in others.
Organisers are strongly advised to obtain a copy of
‘Health and safety at motor sports events; a guide
for employers and organisers’, produced by HSE
BOOKS.

CONTACT DETAILS;
Motor Sports Association
Motor Sports House
Riverside Park, Colnbrook, SL3 0HG
www.masuk.org

4
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NOTE: THIS SECTION SHOULD
BE READ IN CONJUNCTION WITH
PART 1
To hold a car boot sale in the Borough of Amber
Valley, you may need authorisation from the Council.  
The Council requires notice of a proposed Market
to be given in all cases (informally in the case of
charitable car boot sales)
You may also need planning permission depending on
the planned location and number of times you wish to
hold an event.
See www.ambervalley.gov.uk/leisure-and-culture/
car-boot-sales-and-temporary-markets.aspx for more
information and the relevant forms.
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Licensing of Events

• To provide regulated entertainment
• To sell late night refreshment (hot food or drink
between 11.00pm and 5.00am)

Licensing Act 2003
The Licensing Section at Amber Valley Borough
Council co-ordinates and administers the process of
licensing events and issuing licences, authorisations
and permits.
If you are organising an event it is always a good idea
to contact the Licensing Team to discuss the activities
that will be carried out, so we can ascertain if a licence
will be required. It is advisable to make contact early
in your planning stage to avoid abortive work. Ideally
you should initially contact us at least 6 months before
a licence is required.
The Licensing Section is more than happy to assist
applicants for event licenses in completing their
application. Please telephone us for an appointment
and one of our Officers will be pleased to help you
make your application.

Licensing Objectives
You need to bear the four licensing objectives in mind
when completing your application for a premises
licence. They are:
•
•
•
•

Prevention of public nuisance;
Prevention of crime and disorder;
Public safety;
The protection of children from harm.

What do I need a licence
for?

What is regulated
entertainment?
The following kinds of entertainment are regulated
entertainment:
1. Performance of a play
2. Film exhibitions
3. Indoor sporting events
4. Boxing or wrestling exhibitions (including martial
arts)
5. Live music (karaoke included)
6. Recorded music
7. Performance of a dance
The Live Music Act 2012 has amended the Licensing
Act 2003 and no licence is required for the following
activities taking place between the hours of 08:00 and
23:00 on any day:
• Performance of a play – in the presence of any
audience of no more than 500 people
• Indoor sporting event – in the presence of no more
than 1,000 people
• Performance of dance – (unless of a sexual nature)
in the presence of any audience of no more than
500 people
• Live music (unamplified) – any location and no
audience restriction
• Live music (amplified) – in a workplace in the
presence of an audience of no more than 200
people
• Live music on licensed premises (whilst open
for the sale of alcohol) – in the presence of an
audience of no more than 200 people

You need to obtain a premises licence for the
following activities:
• To sell or supply alcohol
• To supply alcohol to a club member, or to sell
alcohol to a guest of a club member

2

EVENT SAFETY MANAGEMENT GUIDANCE | PART 4

What about one off events
and special occasions?
If you are holding a licensable activity that falls into
both the following categories
• Less than 500 people attending
• Lasting for not more than 168 hours

you can hold your event by submitting a Temporary
Event Notice (TEN) to the Licensing Section. This
notice allows you to hold a licensable activity on
premises that are not currently licensed, or to hold
activities an existing licence does not permit.
If your event/activity falls outside these restrictions,
you will require a full premises licence.
You may apply for a standard TEN which must be
served on all the below bodies at least 10 working
days prior to the event, not including the day of
service or the day of the event. There is the provision
for a late TEN, which must be submitted between 5
and 9 working days prior to the event.
The TEN must be served on:
• The Licensing Section of Amber Valley Borough
Council
• The Environmental Health Department
and
• Licensing Section of Derbyshire Constabulary
(currently based at Heanor Police Station, Geofrey
Street, Heanor DE75 7ED)

General Information
Many of the larger events will require a full premises
licence rather than a temporary event notice
(TEN). Such events would normally include street
fairs, carnivals, circuses, outdoor music festivals,
agricultural shows, etc. where more than 499 persons
are expected to attend the event at any one time.
Remember, the Licensing Authority require up to
two months under the licensing laws to process your
premises licence application. You should therefore
ensure that you organise and submit your application
well in advance of your event. The Licensing Section
recommends that you submit your application at least
3-6 months before the event. If your event involves
the supply of alcohol, then you will need a nominated
Designated Premises Supervisor (DPS) in your
premises licence application. They must give their
written consent and hold a personal licence to sell
alcohol by the time your event begins.
The Licensing Section strongly recommends that
event organisers contact responsible authorities in
advance of drafting/submitting a licence application.
The responsible authorities (including the Police,
Fire Service and Environmental Health Department)
are normally in a position to offer expert and specific
advice on the promotion of the four licensing
objectives, and practical experience of dealing with
events. This approach can both minimise the potential
for responsible authority representations (objections)
against your proposals and help ensure that your
event runs smoothly and safely.
Some event organisers also actively advise and
consult local residents and the parish/town council
directly on their proposed event (although this is not a
statutory requirement).

Please be aware that should representations be made
against a late TEN, a counter notice will be issued
and the event cannot go ahead. However in the case
of a standard TEN the applicant may attend a Panel
Hearing which will determine the application. It is
therefore in your best interest to make an application
for a TEN as early as possible. Further information on
TEN’s is available from the Licensing Section.
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Procedural Information
The Licensing application form contains a notes page
and you should read these notes carefully prior to
completing the form.
A ‘premises’ under the 2003 Act can be any place
including part of a street, field, market square,
temporary structure as well as a building (or part of
a building). Certain exemptions can apply to certain
types of ‘premises’ (such as churches). You should
contact the Licensing Section if you require further
guidance in this respect.
The statutory requirements for applying for a premises
licence for an event are no different to an application
for a permanent licence for a public house, bar or
entertainment venue. You will need to provide a plan
of the premises, advertise the application in a local
newspaper and on the premises, serve a copy of the
full application to all responsible authorities and pay
any statutory fee applicable to your application.
Remember, if you are seeking a Premises licence
for Council owned land (such as a public park) then
you will need to ensure that you serve a copy of your
application to the Health and Safety Executive as well
as all other responsible authorities under the 2003 Act.
A minimum of 3 months notice is required in respect of
events to be held on Council owned land.

prior to the event. This would save the need for you
to apply for a licence each year and also give you the
opportunity of holding a licence, which is not restricted
to a particular date or weekend each year.
Carefully check the fee payable with your application.
Some premises, which may include fields, streets,
village greens etc. will not have their own NonDomestic Rateable Value (NDRV) and therefore
pay the lowest (Band A) licence fee. However some
premises may be part of a premise that is rated and
that fee will apply to your application. This could
for example apply to an open space, within the
boundaries of a factory, being used for licensable
activities. To check NDRV for your particular premises
then access the Valuation Office Agency (VOA)
website: www.voa.gov.uk
Additional licence fees may be payable if your event is
attended by 5000 or more persons.
An integral part of your licence application is the plan
of the premises, which you must provide by law. Plans
should be drawn to a scale of 1:100, unless written
agreement has been agreed with the Licensing Team
to submit the plan to an alternate scale (for example
1:200, or in the case of open spaces 1:2500).
The plan should indicate each area of the premises,
which is required to be licensed. This includes all
areas, which may be accessed by the public during a
licensed event.

It is helpful to persons with an interest in your
application if you give an indication, within your
operating schedule, of the maximum number of
persons (including staff and performers) you anticipate
will attend your event at any one time. Normally your
premises licence will be time limited to the day or days
of your event.

You do not need to have your plan professionally
drawn but it must contain the information set out by
Regulation and clearly identify and delineate the area
you are seeking to licence. You may wish to specify
an ordnance survey map reference to help identify the
area.

The application form provides a space for you to
provide this information. However an alternative option
may be for you to apply for a licence which authorises
licensable activities by your society/organisation for a
set number of days each year – the date of the event
to be notified in writing to the Licensing Authority,
Derbyshire Police and the Derbyshire Events Safety
Advisory Group (whilst the Group is in operation)

In order to assist the Licensing Section and
responsible authorities understanding your application
you may wish to provide more than one plan. This
can be helpful for applications where, for example, a
marquee or staging/seating area is erected in a field.
You could consider showing the marquee or stage in a
scale of 1:100 with the surrounding area as a site plan
at scale 1:2500.
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In some cases you may not, at the time of application,
know the exact final layout and finer details of your
plan. Matters such as seating/staging arrangements
may change after you submit the application.

What Happens to your
Application

You may wish to consider providing in your operating
schedule a commitment to provide the relevant
authorities with a more detailed or any revised plan
shortly before your event takes place.

Any of the responsible authorities and/or members
of the public are entitled to make representations
about your application, provided they are relevant
to one or more of the licensing objectives. However,
representations received from members of the public
are likely to carry more weight if the person lives
or runs a business in the vicinity of the premises
concerned.

Operating Schedule
The operating schedule forms part of the licence
application. It is the document that outlines what
activities are proposed, when these activities will
take place, the overall opening hours and how the
activities will be managed, particularly in respect of
the licensing objectives.
One of the most critical parts of the operating
schedule is the section where the applicant describes
the steps intended to promote the four licensing
objectives. Careful consideration of what is entered
is advised. What is written in this section will be
translated into conditions on the licence.

If representations are received a Licensing Panel
(consisting of Councillors) will determine your
application. You will be invited to attend the meeting in
support of your application.
The Panel will determine your application and should
you be dissatisfied with the decision made you may
appeal to South Derbyshire Magistrates’Court.
A copy of the Licensing Act 2003 can be viewed via
the following link:
http://www.legislation.gov.uk/ukpga/2003/17/contents

A risk assessment should be done on the proposed
activities to identify the risks to the licensing
objectives. These risks should then be addressed and
an operating schedule should emerge from the risk
assessment.
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Amber Valley Borough
Council Licensing Policy
The Council’s Statement of Licensing Policy is
available on the Council’s website: www.ambervalley.
gov.uk. The Authority’s enforcement protocol,
licensing guidance and other related information is
available by contacting the Licensing Section.

Charitable Collections
You will require a street collection permit available
from the Licensing Section in order to carry out a
charitable street collection within the Amber Valley
Borough Council area. If the collection takes place
on private property / land then authorisation is not
required from the Council. However it is always
advisable to obtain the consent of the landowner
before undertaking such a collection.

Lotteries, Raffles and
Similar Gambling Activities
The Gambling Act 2005 strictly regulates lotteries,
raffles and other forms of gambling. In most
instances gambling activity must be registered with
the Local Authority or the Gambling Commission.
However incidental non-commercial lotteries, private
lotteries, customer lotteries and free draws and prize
competitions enjoy exemption from registration. The
exemptions are dependent on rules contained in the
2005 Act and accompanying regulations. All other
lotteries and raffles need to be registered either with
the Local Authority or the Gambling Commission.
By far the most common exempt raffle is an Incidental
Non-Commercial Lottery. Such a lottery is exempt
from the usual raffle/lottery registration requirement
provided certain criteria can be met.
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These lotteries or raffles will usually be held as part
of a fundraising event such as a bazaar, village fete,
dinner dance, sporting or athletic event or other
entertainment of a similar character. The proceeds
of the event, must along with the proceeds of the
lottery or raffle, be used for a purpose(s) other than
private gain (i.e. charitable purposes or benevolent
purposes). In addition the exemption can only be
made where the raffle or lottery is deemed to be small
and ‘incidental’ to the main event on that day.
A fundraising social event with an entrance fee would
be non-commercial if the profits went to the relevant
benevolent society but would not be non-commercial
if the profits were retained by the organiser for private
gain.
With regard to incidental non-commercial lotteries it is
important to note that the 2005 Act specifies that:
· the promoters of the lottery may not deduct more
than £100.00 from the proceeds in respect of
· the expenses, such as the cost of printing tickets,
hire of equipment, etc.
· not more than £500 can be spent on prizes.
· the lottery cannot involve a rollover of prizes from
one lottery to another.
· all tickets must be sold at the location during the
event, and the result made public while the event
takes place.
Alcohol can legally be offered as a prize at a noncommercial event. However the alcohol prize must be
in a sealed container.
Further information regarding the legality of lotteries
is available in the Gambling Commission document
‘Lotteries and the Law (Gambling Act 2005) - Advice
for society and local authority lotteries (May 2007)’.
The document is available on the Commission’s
website (www.gamblingcommission.gov.uk) or by
contacting the Council’s Licensing Section.
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Can I run a ‘race night’ for
charity?

Further information regarding casino race nights,
including the statutory conditions, can be found
on the Gambling Commission’s website www.
gamblingcommission.gov.uk)

“Race nights” are events in which participants stake
money on the outcome of recorded or virtual races, where
the selection is totally dependent on chance, and where
no “odds” or “form” are available to assist the selection.

The law controlling gambling activity is extremely
complex. If you are in any doubt about the legality of a
proposed gambling event, it is recommended that you
seek independant legal advice as a matter of urgency.

As a general principle, “race nights” may only take place
at events where none of the proceeds from the event
itself are used for private gain, and all participants must
be told what “good cause” is to benefit from the profits
from the gaming. No authorisation is required to operate
this kind of gaming provided that all the relevant statutory
requirements are complied with.

Street Trading

Further information regarding race nights, including the
statutory requirements, can be found on the Gambling
Commission’s website www.gamblingcommission.gov.
uk)

Can I organise a casino
night at which proceeds go
to charity?
For many years, commercial organisations have offered to
provide equipment and gaming staff to persons organising
non-commercial casino nights. Organisers will not require
authorisation for these events provided that the event is
a non-commercial event (i.e. no part of the proceeds is to
be appropriated for the purpose of private gain).
Proceeds are defined as: The sums raised by the
organisers (whether by way of fees for entrance or
for participation, by way of sponsorship, by way of
commission from traders or otherwise), minus the
amounts deducted by the organisers in respect of costs
reasonably incurred in organising the event.
No authorisation is required to operate this kind of gaming
provided that the statutory conditions are complied with.

7

The Council has designated certain streets as consent
or prohibited streets for the purposes of street trading.
Where a street has been designated a prohibited
street no street trading is allowed. In those streets,
which are consent streets a specific street trading
consent is required from the Council before trading
is allowed. Some types of trade (such as pedlars
and news vendors) are exempt from the restrictions.
Further information is available from the Licensing
Section.

Licensing Contact Details:
The Licensing Section
Amber Valley Borough Council
The Town Hall
Ripley
DE5 3BT
Telephone 01773 841602		
E-Mail: licensing@ambervalley.gov.uk

Further useful information:
Performing Rights Society (PRS) Licence
The Performing Right Society (PRS) is a non-profit
making membership organisation. The PRS collect
royalties from music users across the UK on behalf of
their members (the writers and publishers of copyright
music). The majority of premises using music will
already have a PRS Music Licence. However, if you
do not currently have a PRS Music Licence and are
thinking of using music in your event, you will need to
check the situation with the PRS. You can view more
details regarding the PRS at www.prsformusic.com
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Smoke Free Legislation
From 1 July 2007, virtually all enclosed public spaces
and work places in England became subject to Smoke
Free Legislation. Virtually all workplaces used by
more than one person are affected. Anyone wanting to
smoke will have to go outside.
The law applies to anything that can be smoked.
This includes cigarettes, pipes (including water pipes
such as shisha and hookah pipes), cigars and herbal
cigarettes.
Managers of smokefree premises have legal
responsibilities to prevent smoking and to ensure that
no smoking signs are displayed as required by the
law.
For more information on the smokefree law go to:
www.smokefreeengland.co.uk

8

EVENT SAFETY MANAGEMENT GUIDANCE | PART 4

Designed and Published by Amber Valley Borough Council.
Amber Valley Borough Council, Town Hall, Market Place, Ripley, Derbyshire, DE5 3BT.

Roles and Responsibilities when organising your event

Depending on the size and the location of the event,
various authorities and agencies will be involved in the
process of applying for permission to hold the event
or undertake various activities. You will also need the
permission of the landowner to hold the event on that
land. If the event is to take place on council land you
will need to obtain permission to use the land from the
council. See Part 3.
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Different Business Units within Amber Valley will
be involved directly in assessing an events legal
compliance. These include:
• Licensing Unit which deals with licensing
applications.
• Regulation Unit which deals with Public Health,
Health and Safety and Food Safety issues.
• Environment Unit which deals with noise control,
nuisance and waste control.
• Landscape Services deal with application to hold
events on Council land.
• Legal Services deal with applications to hold
markets or car-boot sales.

The above have the following roles:
1.1 To assess the suitability of the controls to protect
public safety at the event. This is primarily done
through the events Risk Assessments.
1.2 To provide advice and guidance to event
organisers.
1.3 To prohibit activities that will cause nuisance,
harm or danger to members of the public.
1.4 To undertake site inspections, pre, during and
post event as necessary.
1.5 To licence events and attach appropriate licence
conditions where necessary to ensure secure the
licensing objectives.
1.6 To attend meetings and contribute to the
development of the Emergency Plan for the
event.
1.7 To give permission to hold certain events to hold
them on Council land.
www.ambervalley.gov.uk
Tel: 01773 570222
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IN ADDITION, BELOW ARE
EXAMPLES OF OTHER
REPRESENTATIVES WHO MAY
BE CONSULTED OR ASKED TO
JOIN THE SAFETY ADVISORY
GROUP SUBJECT TO THE
NATURE OF THE EVENT:

If your event is to attracts more than 3000 attendees,
the Safety Advisory Group will be advised and
consideration will be given to the requirement of
developing an Emergency plan by the Group itself
with the aid of other enforcement agencies ( see
below) However if there is not to be such a plan drawn
up by the SAG, the organiser must draw their own
emergency evacuation / incident plan.

• Property Owners (on whose land the event
will take place)
• DEFRA
• Trading Standards
• Health and Safety Executive
• Environment Agency
• Countryside Commission
• Transport operators
• British Transport Police (if appropriate)
• Security and stewards representatives (if
appropriate)
• Traffic Management Consultant
• Voluntary groups, the military and other
service providers

THE SAFETY ADVISORY GROUP
COORDINATES INTERESTED
PARTIES, TYPICALLY MADE UP OF
REPRESENTATIVES FROM:
• Amber Valley Borough Council
• Derbyshire Police
• Derbyshire County Highways (Traffic
Management)
• East Midlands Ambulance Service NHS Trust;
• Derbyshire Fire and Rescue Service;
• Emergency Planning Division
• Community Representative / Elected Member
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The objectives of the Safety Advisory Group are :
1. To ensure, as far as possible that the key
objectives of the Licensing Act 2003 are fulfilled.
For the purpose of this guide, the scope of the key
objectives include:
a) Law and Order. Any UK law enforced by the
Derbyshire Constabulary
b) Safety. Includes the occupational health 		
safety and welfare of anyone at work 		
including voluntary workers, the safety of the
public and fire safety.
c) Nuisance. Any legislation enforceable by
Environmental Health or the Environmental
Agency in respect of waste and pollution.
d) Child protection. Child Protection Act.
2. To keep a written record of all meetings whether
formal, informal or preliminary, to clearly note
recommendations agreed at Event Emergency
Planning Meetings and note actions arising from
those meetings.
3. To ensure that agreed contingency plans for
dealing with emergency situations at events are
developed and maintained.
4. To ensure that all event organisers appoint a
person who is responsible for overseeing the
effective implementation of the necessary safety
arrangements for their event. For ‘large events’
a formally appointed ‘Event Safety Manager/
Advisor’ will be required, who can demonstrate
competency throughout the planning of the event
and who will be responsible overseeing the
implementation of all safety aspects of the event.
In the case of ‘large events’ this person must have
no other conflicting duties.

5

5. To assess the suitability and sufficiency of the
Event Safety Management Plan provided by the
Event Organiser.
6. To advise the Event Organiser of any deficiencies
discovered whilst carrying out the assessment of
the Event Safety Management Plan and advise on
the necessary remedies.
7. To monitor implementation and compliance and
hold daily de-briefs during ‘large events’ with the
Event Organiser.
8. To hold a thorough post event debrief and make
recommendations as necessary.
9. To draw up an Emergency Plan.
10. To host Safety Advisory Group Meetings.
11. It may be necessary to hold more that one multiagency meeting depending upon the nature of the
event. Subgroups of the Safety Advisory Group
may be required to look at specific aspects of the
event. These groups will be required to report
back to the Safety Advisory Group.
Formal minutes of all meetings will be recorded,
actions endorsed to named persons and circulated
to all involved. Minutes will be circulated within five
working days of each meeting.
Event Organisers will be required to attend meetings
if an emergency plan is required. The purpose of the
meeting(s) will be to discuss the proposal made for
the event and conduct an assessment of the safety
issues surrounding the event if there should be an
emergency. An Emergency Plan is produced and
distributed by the Safety Group and all emergency
services receive a copy along with attendees of
the Group. The emergency plan is NOT your Risk
Assessment.
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The following list gives details of the types of
information necessary to be provided by the Event
Organiser to facilitate full discussion of a proposed
event at a Safety Event Group meeting:
• Details of organiser/prospective licence holder
together with experience;
• Outline of the event to include maximum crowd
numbers; licensable activities identified;
• How the Licensing objectives are to be met;
• Site plan/detailed drawings identifying structures,
exits, lighting, WC’s, emergency routes, car
parking, welfare for staff
• Site risk assessments if completed at that stage;
• Medical facilities, event control location;
• Details of the Event Safety Officer including details
of the individual’s relevant training and experience
pertaining to the role;
• The delegation of safety responsibilities
• Details of temporary structures including structural
calculations;
• Fire safety/evacuation plan and risk assessment;
• Medical provision and siting;
• Communication plan;
• Provisions for disabled persons;
• Car parking, traffic management and control of
indiscriminate parking;
• Stewarding arrangement;
• Crowd Management;
• Toilet and welfare provision;
• Medical support;
• Noise control;
• Electrical power generation, distribution and
emergency supplies;
• Site cleaning – during and after event;
• Waste management recycling and disposal
arrangements;
• Previous history of event;
• If a marquee, barn or similar structure is to be used,
the following should be available:- size of structure,
number and size of fire exits, flame retardation
details of fabric, details of proposed emergency
lighting, seating plan, details of cooking proposed
within the structure
• Resources
• Other relevant information. (See HSG 195 The
Event Safety Guide)
This may not be an exhaustive list; the information
required will be dependent on the type of event.
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A reprensentative of DFRS will sit on the Safety
Advisors Group. The role of the representative is
to advise the event organisers on matters relating
to the operational capabilities of DFRS and explain
the process of the Fire Risk Assesment which is a
requirement of the Regulatory Reform (Fire Safety)
Order 2006.
A DFRS Fire Safety Enforcement officer may advise
whether or not a submitted Fire Risk Assesment is
suitable and sufficient.
A DFRS Fire Safety Enforcement Officer may
undertake a site visit to the Fire Risk Assessment is
being implemented.
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Events, especially those of a commercial nature,
should be capable of being carried through without
the need for Police attendance. However, depending
on the nature and size of the event, the Police may be
involved in the scrutiny and planning process.
As part of the Safety Advisory Group process, the
decision may be made that a Police presence is
required.
The assessment of the necessity for Police
attendance and action at an event will be based
on the need to discharge the Police services core
responsibilities which are as follows:
i) Protection of life and property
ii) Prevention and detection of crime
iii) Prevention or stopping breaches of the peace
iv) Traffic Regulation (within the legal powers provided
by statute) and only if a Risk Assessment evidence
Police attendance necessary
v) Activation of a contingency plan where there is
an immediate threat to life, and co-ordination of
resulting emergency service activities.
Normally Police involvement will be restricted to
these core areas of responsibility. The level of Police
resources committed to any event and the action
undertaken will be proportionate to the assessment
of risks pose by the event. Early discussion with the
Police by event organisers is strongly advised.
Private marshalling and stewarding has become
a recognised way in which events are supported.
Please note that it is unlawful for stewards and
marshals to direct traffic on the public highway.
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A representative of EMAS will sit on the Safety
Advisory Group.
They advise on the provision of suitably qualified
medical ambulance and first aid services for the
event.
An EMAS manager may visit the event to liaise with
the medical provider.
Their role is to minimise the effects of an event on the
local NHS and EMAS services.

9
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THE EVENT ORGANISER SHALL:

THE RESPONSIBILITY FOR
THE SAFETY OF ALL PERSONS
WORKING AT OR ATTENDING AN
EVENT RESTS WITH THE EVENT
ORGANISER AND INDIVIDUAL
LICENCE OR NOTICE HOLDERS.

It is the duty of the Event Organiser to exercise overall
control of the event, and to ensure all reasonable
precautions, as agreed by the Safety Advisory Group,
are taken to maintain the safety of the people at the
event and ensure the event is run considerately and
environmentally responsibly.

• Consult with the Local Authority well in advance
of their event and before publicly announcing the
event;
• Make all necessary applications, when needed and
within acceptable time limits;
• Organise/attend planning meetings;
• Submit all risk assessments for the event;
• Have competent health and safety assistance or
appoint a suitably qualified event health and safety
person who will be involved throughout the planning
and the management of the event;
• Provide site plans indicating all relevant details;
• Prepare an Event Safety Management Plan in
consultation with key Agencies;
• Ensure their Event Safety Management Plan meets
the requirements of the four key objectives of the
Licensing Act 2003.
• Provide all other relevant information as deemed
necessary;
• Complies with the safety requirements of the Safety
Advisory Group.

The Event organiser must be able to demonstrate
to the agencies an understanding of their roles and
responsibilities and commitment to public safety.
In the case of ‘Large Events’ the Event Organiser
will also be required to demonstrate that they are
competent or have ‘competent’ assistance for
managing the event. A copy of the organisations
structure with clearly defined roles and responsibilities
with supporting Curriculum Vitae of Key Personnel
such as the Event Manager may be required.
A person’s competence can be described as having
the mixture and balance of knowledge, experience,
skills and if relevant, qualifications to do their work
safely and without risks to health to themselves or
others.
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After notification

GETTING STARTED
1. Read the relevant sections of this Guide (i.e. Part
1 with Part 2, 3, or 4) and for large events see the
Purple Guide at www.thepurpleguide.co.uk
2. As soon as you have decided to organise an event
notify the Regulation Unit at Amber Valley Borough
Council. You should do this at least two months
before the event, but for Large Events you should
register your intentions 9 -12 months in advance of
the event. This allows enough time for you to satisfy
to the Authorities that you have identified the risks
involved in your event and you can demonstrate
that suitable and sufficient control measures are to
be put in place at the event to protect public safety.
If left too late, officers will not be able to provide
advice for you to follow which may compromise
your whole event or parts of the event.
3. Check whether you need a licence for the
event and apply within the correct time limit in
the specified time period. Contact licensing@
ambervalley.gov.uk Failure to apply for the required
licence will result in formal action being taken
against you, and/or your event not being permitted
to run in part or in its entirety.
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4. Start to complete your risk assessments and
document your significant findings. You may also
be asked to draw up an Event Safety Management
Plan which will outline the organisation and
arrangements to be in place to ensure delivery of
the controls you have identified i.e. who is who
and their competencies, who is doing what and
when. You may need some assistance from a
‘competent person’ to undertake this. A competent
person is one who has the necessary skill,
knowledge and qualification / experience in the
field of work they are advising on. For large events
it is not uncommon that an external consultant is
used to assist in drawing up and monitoring risk
assessments and safety arrangements.
5. Submit requested Risk Assessments and Event
Safety Management Plan for assessment to the
Regulation Unit at Amber Valley Borough Council.
This should be done as soon as possible and
no later than 28 days prior to the event. Failure
to submit or make available the requested
documentation for your event will result in a
Statutory Notice being served on the responsible
person(s) for the event. This will ensure the
necessary documentation and measures are being
taken to satisfy the authority that adequate controls
are to be provided. This is to secure the health and
safety of those attending, working and visiting the
site. Failure to provide the requested information
and satisfy legal requirements will result in a
Prohibition Notice being served to prevent the event
from occurring or parts of the event occurring.
6. You must attend the Safety Advisory Group
Meetings if required. The Safety Advisory Group
consider the wider public safety aspects of larger
events – typically those where an attendance figure
is 3000+ at any one time. If your event is one of
these, the Group comprising all relevant agencies,
develop and document procedures to enable a
multi agency emergency response to an incident
which require additional resources to those safety
arrangements already in place. It does not replace
the organisers own safety arrangements.
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Pre-event

Post event

Site inspections by enforcement officers with the
event organiser may be necessary leading up to the
event with a final check before the event opens to the
public or paying guests.

A debrief meeting should be held by organisers to
identify any learning outcomes for the next time the
event is held. Minutes should be documented.

Relevant insurance, certificates of inspection,
structural calculations and training records must all be
available for inspection at all times during all phases
of the event. It is in the interest, and the responsibility
of the event organiser to ensure this information along
with the Event Safety Management Plan is compiled
and available to all those who require access to this
information.

During the event
In many cases most small events will be provided
with reactive support as required from the authorities.
Enforcement officers will react to complaints and noncompliances brought to their attention by third parties.

Amber Valley Borough Council or the Safety Advisory
Group may call a de brief meeting aimed at being held
within one calendar month of the event. The debrief
meeting will be organised by the chair of the Safety
Advisory Group or Regulation Unit. Its purpose will
be to examine and review the success and failures of
the event with a view to constructive and continuous
improvement.
It is fundamental that any experiences either good
or bad are shared between all involved so that
future events of a similar nature can benefit from the
experience. Internal agency debrief meetings must be
carried out prior to the external debrief, in order that
all issues are raised in the correct forum.

Some large events may require the provision of an
event control room, to house key personnel and their
communication equipment from relevant agencies.
This is to allow those personnel to monitor and coordinate safety and the appropriate responses to any
incident, which may impact upon public safety at the
event or in the wider area. The requirement and the
location of an event control room will be determined in
consultation with Safety Advisory Group.
Daily de-briefs between the organiser and the Safety
Advisory members may also be required or necessary
on ‘large events’.
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Publicising Your Event

Once you have organised your event, it is equally
important that you tell everyone about it and generate
your audience.
Advertising can be expensive, so consider who you
would like to attract and target your message to this
audience.

Social media and website coverage can generate
free publicity. Events open to all, may be eligible to
be promoted via the official regional websites and
lots of community websites will promote your event
on request. Arts and Cultural events organisers
are invited to upload their information to www.
artsderbyshire.org.uk and events
suitable to attract tourist and visitors may
feature on www.visitpeakdistrict.com and
www.visitambervalley.com if taking place in
the Amber Valley. See the websites to find out how to
upload your details.

Plan your promotional activity over a period of time to
make sure that you generate interest in your event.
Initally you will want to create awareness, this may be
via word of mouth, press releases, social networking
and leaflets.
Publicity can also be used to generate a response (i.e.
getting people to come to a performance), getting new
members to sign up or take part, attracting donations/
patrons or recruiting new volunteers. You may wish to
issue press releases or place notification in the local
press and community websites/magazines.
If your event is intended for a private community, you
may wish to deliver invitations door-to-door or display
promotional posters within the local community.
Consider shops, local clubs, churches, community
centres, newsletters and community notice boards.
Please do not put posters on lamp posts as this is
illegal fly posting.
If you are printing leaflets and posters, consider
carefully how you wish to distribute them and where
you believe they will be seen. You may wish to directly
mail these to individuals, or distribute copies in bulk
to public areas via hand delivered information, post or
use of a distribution company. Print and distribution
costs will be an additional expense and should be
considered carefully to ensure that this generates
tickets sales or customers.
If you have collected email addresses and have
obtained permission to mail, you may wish to send
an e-shot or mail notification of your event directly to
customers. This is a cost effective way to send your
meesage to a wide audience.
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As your event grows and you reach a larger audience,
you may wish to join the Festivity group. Events
with an audience of a few thousand are welcome
to participate. The Festivity website allows you to
jointly promote your festival to a regional and national
audience and share resources.

The toolkit covers all stages of festival management
from developing the initial concept through to the
evaluation. It’s full of advice and information, tips and
guidance. There are lots of resources contained in
the toolkit, including downloads, contacts, grass roots
advice and examples of good practice from a number
of festival organisers. So whether you need help with
marketing, ticketing, health & safety, or even your
constitution, you will find something in the toolkit that
will be of interest to you.

Further information and advice can be found in the
event Festival Toolkit for Derbyshire. These pages
provide advice and guidance on how to manage,
sustain and develop arts festivals in the county.

3
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Further Information
For further information please contact the Tourism &
Culture Coordinator.
Whatever the size of your event, it is always worth
collecting customer feedback to find out where they
have come from, how they found out about the event,
and what they thought about the event.

Telephone 01773 841485
or email: tourism@ambervalley.gov.uk.
View www.visitambervalley.com

This information will help you to target the advertising
for your next event and to improve on the event.
You may also like to collect customers names and
addresses or email addresses so that you can tell
them directly about your next activity and generate
more visitor numbers. Remember that if you collect
private information it is important that you keep this
safe and only use the information as you have agreed
under the data protection act. This can be kept in
hand written format or electronically in a computerised
format.
Evaluation is important as if you are looking for
sponsors or funding support for forthcoming events,
you will be able to demonstrate the volume of people
who attend and how the event went. Offering new
elements and activities encourages customers to
return year after year, as the event remains fresh and
exciting.
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EVENT SET UP
Ensure that the site is set out as within the site plan. I.e. entrances,
pedestrian routes, signage, toilets, control points etc.
Put up all signage where appropriate and ensure all cables and sharp
edges are covered.
Complete Event Safety Checklist.
Ensure that all stewards and marshalls have been fully briefed on their
duties and responsibilities prior to the start of the event and are clearly
identifiable.
Keep to the planned schedule.

DURING THE EVENT
Complete the Event Safety Checklist.

POST EVENT
Complete the site clear-up.
Complete the Event Safety Checklist.
Report any accidents to Insurer and Land Owner.
Carry out an evaluation meeting and complete the evaluation form/
complies a report.
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Task complete

Walk through safety inspections should be carried out immediately prior to, during and after the event. More than
one inspection may be needed during the event. Using this form, note all defects and the remedial action taken.
This is not an exhaustive list and care should be taken to identify any other hazards associated with the activities
at the event.
Event............................................................................. Date of Event.................................................................
Venue............................................................................ Organiser.......................................................................
Date............................................................................... Time:..............................................................................

PRIOR TO THE EVENT START (Note all defects)
Site access / egress

Yes

No

N/A

Yes

No

N/A

Yes

No

N/A

Are entrance/exits clear?
Are staff/stewards in place?
Can emergency vehicles gain access?
Are pedestrians segregated from vehicles?
Are security precautions in place?
Have adequate signs provided/displayed?

Site condition
Has vegetation been cut back, debris removed and the area made safe?
Are permanent fixtures in good condition e.g. seats, fencing, signage etc?
Is site free from tripping hazards e.g. cables, potholes, footpath defects
etc?
Have current weather conditions created new hazards to be addressed?

Attractions/activities/structures –
Site access/egress
Have all structures been completed?
Have all structures been inspected and approved by a competent person
where required?
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Yes

No

N/A

Are all activities/attractions sited correctly and checked?
Have all activities/attractions supplied evidence of insurance and health
and safety requirements?
Are all potentially hazardous activities segregated and/or fenced as
required?
Have all temporary decorations been installed correctly and checked?
Have any unanticipated hazards been introduced?

Event provisions
Are stewards in place?
Is lighting required and in place?
Is the fire fighting equipment in place?
Is signage adequate?
Have electrical supplies/equipment been checked/certified?
Have toilets been provided where required and cleaned?
Are first aid facilities in place?
Are adequate waste bins in place?
Is control centre in place and public address system working?

Defects noted:
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
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Remedial action:
Name of inspector: .....................................................................................................................................................
Signature:.....................................................................................................................................................................
Date and time of inspection: .........................................................

DURING THE EVENT (Note all defects)
Site access / egress

Yes

No

N/A

Yes

No

N/A

Yes

No

N/A

Are entrance/exits clear?
Are staff/stewards in place?
Can emergency vehicles gain access?
Are pedestrians segregated from vehicles?
Are security precautions in place?
Are adequate signs still displayed?

Site condition
Is site free from tripping hazards e.g. cables, potholes, footpath defects
etc?
Are permanent fixtures in good condition e.g. seats, fencing, signage etc?
Have current weather conditions created new hazards to be addressed?

Attractions/activities/structures
Are all structures still safe?
Are all activities/attractions still safe?
Are all potentially hazardous activities segregated and/or fenced and still
safe?
Are all temporary decorations still safe?
Have any unanticipated hazards been introduced?
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Event provisions

Yes

No

N/A

Are stewards still in place?
Is the fire fighting equipment still in place?
Is lighting in place and required?
Is electrical supplies/equipment still safe behind barriers?
Are toilets clean and facilities still available?
Are first aid facilities still in place?
Is the public address system working?
Do the waste bins need replacing/emptying?

Defects noted:
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................

Name of inspector: .....................................................................................................................................................
Signature:.....................................................................................................................................................................
Date and time of inspection: .........................................................
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AFTER THE EVENT
Yes

No

N/A

Yes

No

N/A

Yes

No

N/A

Have all the public gone?

Exhibitors/attractions
Have all attractions been dismantled and removed?
Have all exhibitors vacated the venue?
Have all vehicles left the venue?

Temporary facilities
Has all equipment been dismantled and removed?
Have all structures been dismantled and removed?
Have temporary markers such as stakes, ropes, flags etc been removed?
Have any holes/trenches etc been made good?
Have all temporary electric installations been isolated and made safe?

Waste collection
Has all waste been collected satisfactorily?
Has all waste been removed from the site?
Have all residue fire hazards been checked e.g. fireworks, bonfires?

Venue condition
Has any damage to permanent facilities, buildings or the ground been
reported? ** see over
Has any damage been found during inspection? ** see over
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If the answer to venue condition (marked with **) is yes, then describe below:
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................

INCIDENTS / ACCIDENTS
Were any incidents/accidents reported during the event?
If YES describe briefly below. (If there was a personal injury, please complete Accident/Injury form)
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................

Remedial action taken:
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
.....................................................................................................................................................................................
Name of inspector: .....................................................................................................................................................
Signature:.....................................................................................................................................................................
Date and time of inspection: .........................................................
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Evaluation: After the event, the Event Committee should meet to discuss what went well and lessons learnt which
can be used to improve the delivery of future events. Record the positives and negatives and include the numbers
who attended. This information will be useful when applying for future grants and securing sponsorship and
funding and to help improve future events.
1. How many people did you expect to attend the event?

2. Howmany people actually attended the event?

3. What aspects of your eventdid you feel were successful?

4. Is there anything you would consider changing should you stage a similar event in the future?
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5. Were there any accidents or insidents that occured during the event? If Yes, provide details, including injuries,
witnesses, detail all remedial action taken.

6. What was the actual income/expenditure of the event, compared with your initial budget? You may find it useful
to fully detail all costs incurred as this will assist you in planning future events.

7. Did you meet your targets and expectations?
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References
Health and Safety Executive Website Pages on Event Safety
http://www.hse.gov.uk/event-safety/index.htm?ebul=hsegen&cr=10/16-apr-11 – Been superseeded by ‘The
Purple Guide’ www.thepurpleguide.co.uk
Guide to Safety at Sports Grounds (Green Guide) Fourth Edition (ISBN 0-11-300095-2)
Priced publication
http://www.safetyatsportsgrounds.org.uk/pubs/sgsa/greengde.php
The Institute of Structural Engineers – Temporary demountable structures (second edition)
See also http://www.hse.gov.uk/event-safety/temporary-demountable-structures.htm
Chartered Institute of Environmental Health (CIEH) National Guidance for Outdoor and Mobile Catering
http://www.cieh.org/policy/guidance_outdoor_mobile_catering.html
IEE Regulations for Electrical Installations – currently 17th Edition
Health and Safety (Safety Signs and Signals) Regulations 1996
Home Office Technical Standards for marquees and large tents provided for exhibitions and entertainment.
November 1995 Ref DCOL 14/1995
BS 7837:1996 Specification for flammability performance for textiles used in construction of marquees and similar
structures. LONDON BSI
BS 7157:1989 (1994) Method of test for the ignitability of fabrics used in the construction of large tented
structures. LONDON BSI
DDA 1995 Disability Discrimination Act 1995
Fairgrounds and Amusement Parks – Guidance on safe practice ISBN 0-7176-1174-4
The Regulatory Reform (Fire Safety) Order 2005 (FSO) ISBN 0110729455
Safety of Sports Grounds Act 1975
Fire Safety and Safety of Places of Sport Act 1987. ISBN 0-10-542787X
Five Steps to Risk Assessment HSE, ISBN 0-7176-0904-9 see www.hse.gov.uk
Smoke and Vapour effects used in entertainment ETIS 3 HSE Books 1996 and
http://www.hse.gov.uk/pubns/etis3.pdf
Working together on firework displays - A guide to safety for firework display organisers and operators HSG 123.
(Second Addition 1999) ISBN 0717624781
Giving your Own Firework Display; how to run and fire it safely
HSE BOOKS, reference HSG 124, ISBN 07176 0836 0, Priced publication – available from HSE website
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Government Fire Safety Risk Assessment – Open Air – ISBN-13-978 1851 12 82351. Also available free from
www.communities.gov.uk
Code of Practice for Outdoor Events (other than pop concerts and raves).
Obtainable from the NOEA (National Outdoor Events Association), £22.00
Managing Crowds Safely HSE BOOKS, reference HSG 154, ISBN 07176 1834 X, £17.50
Managing Crowds Safely - reference INDG 142 (L) http://www.hse.gov.uk/pubns/indg142.htm
Management of Health and Safety at Work Regulations 1999 Approved Code of Practice L21ISBN 0 7176 2488 9
Health and Safety at Motor Sport Events; a guide for employers and organisers
HSE BOOKS, reference HSG 112, ISBN 07176 0705 4, Priced publication
Guide to Fire Precautions in Existing Places of Public Entertainment and like Premises
Obtainable from The Stationery Office; ISBN 0113409079, Priced Publication
Traffic Signs Manual – http://www.dft.gov.uk/publications/traffic-signs-manual/
The Radiation Safety of Lasers Used for Display Purposes
HSE BOOKS, reference HSG 95, ISBN 07176 0691 0 Priced publication
Five Steps to Risk Assessment - reference INDG 163(rev 1) http://www.hse.gov.uk/pubns/indg163.pdf
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations - (RIDDOR) information http://www.hse.
gov.uk/riddor/index.htm
Electrical safety for entertainers - reference INDG 247 see www.hse/gov.uk
Safe Use and Operation of Marquees and Temporary Structures – MUTAmarq – accredited Best Practice. www.
muta.org.uk or www.mutamarq.org.uk
Gas Safe Register – replaced CORGI 2009 – www.gassaferegister.co.uk
Health and Safety Executive – City Gate West, Toll House Hill, Nottingham, NG1 5AT
The Arts Derbyshire Festival toolkit – Best practice and Guidance – http://www.artsderbyshire.org.uk/projects/
festivals_toolkit/default.asp

Useful Contacts
Derbyshire Constabulary
0845 1233333

Derbyshire Fire and Rescue
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Tel 01332 771221
Fax:01332270360
Minicom: 01332 271900

East Midlands Ambulance Service NHS Trust
Trust Headquarters
1 Horizon Place, Mellors Way
Nottingham Business Park
Nottingham
NG8 6PY

Telephone: 0115 884 5000
Email: communications@emas.nhs.uk
Minicom: 0115 929 1119
General Fax: 0115 884 5001
Ambulance Control Fax: 0115 884 5493

St John Ambulance

Arranging Event cover - 08700 10 49 50

Amber Valley Borough Council
Town Hall Ripley DE5 3BT 01773 570222
www.ambervalley.gov.uk

Derbyshire County Council

Emergency Planning Division – 01629 538364
HSE Books (Health And Safety Executive Books) - PO BOX 1999, Sudbury, Suffolk, CO10 2WA
Tel: 01787 881165, Fax: 01787 313995
www.hsebooks.co.uk
N.O.E.A. (National Outdoor Events Association) - 7 Hamilton Way, Wallington, Surrey, SM6 9NJ
Tel: 0208 669 8121, Fax: 0208 647 1128
www.noea.org.uk
Motor Sports Association - Motor Sports House, Riverside Park, Colnbrook, SL3 0HG
http://www.msauk.org
The Stationery Office - The Stationery Office, 49 High Holborn London WC11 6HB
email: book.orders@tso.co.uk
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Persons at
risk

Stewarding of access,
egress and traffic
movement

Movement of vehicles
during the event

Speed Limits Imposed

Segregation of
Pedestrians & Traffic
Routes

Traffic Flow Patterns

Access & Egress

Identified Risk And
Risk Factor

Control Measures
Provided

Responsible Person
For Controls
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Traffic Management

Hazards Identified

Date
Completed

Comments/Further Action Necessary
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Persons at
risk

The use of LPG by
vendors

The control and siting
of vendors

Risk Assessment
and Electrical Test
Certificates

The siting and use of
Fairground Rides

Supply of risk
assessment from
contractors

The errection and
dismantling of
structures

Identified Risk And
Risk Factor

Control Measures
Provided

Responsible Person
For Controls

EVENT SAFETY MANAGEMENT GUIDANCE | RISK ASSESSMENT

Food Vendors/
Trade Vendors

Fairground Rides

Marquees & Other
Structures

Hazards Identified

Date
Completed
Comments/Further Action Necessary
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Persons at
risk

Name/address of
contractor

Arrangements for
control of waste

Contractors risk
assessments, electrical
certificates & food
hygiene

Contractors controlled
by Health & Safety
Advisor

List of food vendors
provided to the
regulation unit 28 days
before the event.

Identified Risk And
Risk Factor

Control Measures
Provided

Responsible Person
For Controls

EVENT SAFETY MANAGEMENT GUIDANCE | RISK ASSESSMENT

Waste Management

Control of
Contractors

Hazards Identified

Date
Completed
Comments/Further Action Necessary
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Persons at
risk

Number of facilities
and types

Name/Address of
contractor

Clearing land 30 days
prior to event

Arrangements for
preventing fouling by
dogs

Control of animals
onsite

Disposal routes/
methods and licence
number

Identified Risk And
Risk Factor

Control Measures
Provided

Responsible Person
For Controls
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Sanitary
Arrangements

Prevention of
Disease

Hazards Identified

Date
Completed
Comments/Further Action Necessary
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Persons at
risk

Copy of Firework
Safety Plan/Risk
Assessment

Name/Address of
person in control/
competent person

Control of camping
facilities

Control of LPG and
BBQ’s on site

Fire Risk Assessment
and Fire Safety plan

Provision of portable
water on site and
sampling methods

Identified Risk And
Risk Factor

Control Measures
Provided

Responsible Person
For Controls
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Fireworks

Fire Safety

Hazards Identified

Date
Completed
Comments/Further Action Necessary
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Persons at
risk

Copies of certificates

Type of insurance

Use of contractors –
names and numbers

Type and number of
facilities

Identified Risk And
Risk Factor

Control Measures
Provided

Responsible Person
For Controls
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Insurance

Medical/First Aid
Provision

Hazards Identified

Date
Completed

Comments/Further Action Necessary
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Persons at
risk

Training arrangements

Location for identified
risks i.e. Traffic

Number of Stewards
etc

Copy of certificate
enforcing authority

Certification of
installation before
event starts

Qualifications if
necessary

Name of contractor/
person in control

Identified Risk And
Risk Factor

Control Measures
Provided

Responsible Person
For Controls
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Stewarding/
Marshalls and
Crowd Control

Electrical
Installations and
Testing

Hazards Identified

Date
Completed

Comments/Further Action Necessary
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Persons at
risk

Communication
methods

Adverse Weather
Conditions

Due to emergency

Person in control –
Contact number

Method of
communication

Safety equipment
provided i.e. Hi Vis
Vest

Identified Risk And
Risk Factor

Control Measures
Provided

Responsible Person
For Controls
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Emergency/
Contingency
Arrangements

Hazards Identified

Date
Completed
Comments/Further Action Necessary
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Persons at
risk

Identified Risk And
Risk Factor

Control Measures
Provided

Responsible Person
For Controls
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Lighting

Control of Noise

Prevention
of Distress to
Livestock on Farm

Hazards Identified

Date
Completed
Comments/Further Action Necessary

PLAN OF SITE
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ADDITIONAL INFORMATION
Stewarding
It is the responsibility of the event organiser to ensure that there are sufficient numbers of stewards who are
adequately trained, to perform the role they are required to undertake, are aware of the geographical location and
topography of the site and who are organised within a defined management structure.
The numbers required will be dependant upon the nature of the event. You will be required to provide details of
your stewarding and security arrangements at the planning and consultation meetings with the Safety Advisory
Group. This will form part of the Safety Advisory Group’s considerations. The stewarding plan is an integral part of
your Event Safety Management Plan.
In addition the outcomes of risk assessment will also impact upon stewarding levels.
HSE Guidance recommends that stewards should be fit, active, aged not less than 18 years old and have the
character and temperament to carry out the duties required of them.
Stewards should:
• Be familiar with the type of event, layout of the site and be aware of their role in the Event Safety Management
Plan for the event;
• Be able to communicate at all levels and at all times be identifiable by means of, for example corporate jackets,
tabards or uniform;
• Have basic first aid and fire fighting training;

Event discussions with interested parties – i.e. local authority, police, fire
authority, Emergency planning team
Some events will be required to have a formal emergency plan. Usually these are events that are to
accommodate 3000 persons or more at the event, although enforcement authorities may request smaller events
to discuss their emergency plans and have them documented formally. You will be contacted if this is the case for
your event.
The following list, gives details of the types of information necessary to facilitate full discussion of a proposed
event:
•
•
•
•
•
•
•
•
•
•
•

Details of organiser/prospective licence holder together with experience;
Details of the event to include maximum crowd numbers;
Site plan/detailed drawings identifying structures, exits, lighting, WC’s, emergency routes, car parking,
Medical facilities, event control location;
Details of the Event Safety Officer including details of the individual’s relevant training and experience,
Pertaining to the role;
Details of temporary structures including structural calculations;
Fire safety/evacuation plans;
Communication plan;
Provisions for disabled persons;
Car parking, traffic management and control of indiscriminate parking;
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•
•
•
•
•
•
•
•

Stewarding arrangements;
Toilet and welfare provision;
Medical support;
Noise control;
Electrical power generation, distribution and emergency supplies;
Site cleaning - during and after event;
Waste management recycling and disposal arrangements;
Previous history of event;

This may not be an exhaustive list; the information required will be dependant on the type of event.

Insurance
It is a legal requirement that appropriate insurance cover is provided for the event in respect of public and
employers liability.
The certificates of insurance must be presented to the Enforcing Authority for inspection. The insurance must be
checked to ensure that it will be valid during the period of the event and that the level of indemnity is sufficient.
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