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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