A Guide to Creating Your Event Management Plan

Introduction 
[bookmark: _Hlk77925758]An Event Management Plan is a document which provides a range of key information about an event. This document has been developed to provide event organisers with a guide to the type of information which is required when planning an event. 

The Event Management Plan is designed to be used both internally (within Ards and North Down Borough Council) and by external bodies that are holding an event on Ards and North Down Borough Council property; are in receipt of Sponsorship or a grant from Ards and North Down Borough Council; or hold a Service Level Agreement with Ards and North Down Borough Council to deliver a festival or event. The document will also assist anyone who is organising an event within the borough.

For larger events, completion of all or most of the sections provided within the plan are likely to be required but for smaller events some sections may not be required.

In addition to the event plan, a Risk Assessment is a mandatory requirement for all events. Guidance on how to carry out a Risk Assessment, together with an example template is also included within this document. 

Please note that the following document has been developed as a template, which event organisers can choose to adopt for their own event. Guidance of what information should be included is provided under each heading. The guidance information can be deleted once the event specific information has been added. Other formats can be used but it should be ensured that all relevant information pertaining to each specific event is included in the event plan.
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1. EVENT MANAGEMENT

1.1 Event Overview
Guidance: 
Give a brief description of the event and its purpose including whether it has been held before.

1.2 Event Schedule
Guidance: Give detail here on the event build schedule – will you be closing off the event site in advance to allow for set up and take down, when will contractors and staff require access etc.

Event Build:		Include all to and from dates
Event:			the dates your event will be open to the public 	
Event Takedown:	Include all to and from dates

1.3 Audience
Guidance: Include your expected attendee numbers here – how have you estimated this figure – ticket sales, based on previous years’ attendance figures, pre-registration etc.

What is the profile of your audience likely to be – mostly families, teenagers etc.














2. Pre-Planning - Event Management 
2.1 Internal Event Management Team – Roles and Responsibilities
Guidance: Complete the following table with the names, roles, responsibilities and contact details of the key people involved in organising your event.
Any event should always have one person who is ultimately responsible for all aspects of the event. Depending on the nature and scale of the event a number of other people will have key tasks and responsibilities allocated to them but will report to the event manager.
Some examples have been included for you:
	Name
	Event Role
	Responsibility

	Joe Bloggs
Mobile:
12345 123 456
	Event Manager

	· Staffing
· Ensuring that Risk Assessments and EMP are completed by a competent person or persons
· Site Layout
· Welfare 
· Budget
· Lost Child Officer
· Incident Reporting
· Decision Maker on cancellation/closure of the event


	Sam Smith
Mobile:
98765 432 123
	Health and Safety Manager

	· Supervise the build-up prior to the event and perform pre-event safety checks.
· Perform staff safety training and / or advise the Event Manager if training by an external party is appropriate.
· Attend and take part in the pre-event briefing.
· Control safety during the event.  This includes the ability to exclude or remove those persons whose activities are deemed to put others at risk beyond that anticipated or acceptable given the nature of the event.


	Heather Helpful
Mobile:
9398 39202
	Catering and Franchise Manager
	· Ensuring that all health certification is in place
· Developing recycling policy

	
	
	

	
	
	

	
	
	

	
	
	



2.2 External Event Management – Roles and Responsibilities
Guidance: Complete the following table with the names, roles, responsibilities and contact details of the key people outside of your event management team i.e. people/organisations you have contracted in to carry out a specific role or provide a service.
Some examples have been included for you.

	Name
	Event Role
	Responsibility

	
Event Ambulance Provider

Insert name of provider

	2 x ambulance & crew 
Saturday 10am – 6pm

2 x ambulance & crew 
Sunday 12 noon – 6pm
	· Treatment of all reported injuries
· Reporting of incidents to the Events Manager
· Production of Incident reports

	Marquee Provider

Insert name of provider

	Tented Village set up
	· Erection and dismantling of the food village marquees in market car park

	Staging Company

Insert name of provider

	Platform Stage supplier

	· Erection and dismantling of the platform stages – 


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



1

2.3 Programming – The Event Schedule
Guidance: Include a timetable of activities for the event. If it is to be held over several days include a timetable for each day with start and end times.  You should also include the build schedule and takedown timetable for the event.
Some examples have been included for you:

Monday 20th May 
	TIME
	STAGE
	MARQUEE 1
	STREET PARADE

	12:00
	Opening Speech
	 Bar Opens

	

	12:30

	 1st Band performance
	
	

	13:00
	
	
Cooking Demo
	

	13:15
	2nd Band Performance

	
	

	14:00

	
	
	Parade Begins

	15:00 

	
	
	









3. EVENT SITE SPECIFICS

3.1 Site Plan
Guidance: You must include a copy of your site plan within this document or as a separate attachment.

The more accurate and detailed the plan the better. It will help you execute the site build and production elements of your event.

Your site plan should include the following:

	Placement of all temporary structures
	All other site infrastructure

	Any fencing or barriers
	Generator or power sources

	Power supply runs (cables)
	Entry and exit points

	Emergency exits and assembly points
	First aid points

	Information point
	Lost children’s point

	Vehicle entry points
	Any event décor, i.e. flags, banners etc.



Be aware that you may want to create two versions of a site plan, one that you would use at the site on the day to provide event participants with information and another version that is purely for your management team. Accurate site plans are very helpful when you are doing the site build as you can clearly direct people when they arrive on-site to their correct position. Site plans are also a useful tool in the event design process as you can plan how people will enter the site, how people will interact within the site and how people will move about the site.

3.2	Site Capacity

Guidance: detail here how many attendees to the event that you are planning for – how have you came to this figure and how have you ensured that your event site can cope with the expected number of visitors.
 
If the event is being held in a building or enclosed area, numbers must be agreed in advance and will depend on the area available and the number and location of emergency exit routes etc.

In line with Covid-19 event guidance, you will need to provide a separate risk assessment in relation to Covid controls to determine the maximum numbers of visitors permitted at your event.



3.3	Admission Arrangements

Guidance: You should detail here the admissions policy for your event i.e. is it ticketed or free. Include details of who the anticipated audience will be e.g. Is the event being advertised for families where parents with young children will attend or is it for an adult audience?


3.4	Public Facilities - Toilets
Guidance: You are required to provide adequate toilet facilities for you event attendees, staff and contractors. The HSE guidelines for toilets numbers are provided below. More information on Sanitary Facilities at your event can be found in the www.thepurpleguide.co.uk.

Be conscious that you will need to provide disabled facilities and separate sanitary facilities for caterers. Please outline here your planned toilet provisions for your event based on your expected numbers and gender split.

	For events with a gate opening time of 6 hours or more
	For events with a gate opening time of less than 6 hours duration

	Female: 1 toilet per 100 females
	Male: 1 toilet per 500 males + 1 urinal per 150 males
	Female: 1 toilet per 120 females
	Male: 1 toilet per 600 males + 1 urinal per 175 males

	


	
	
	


In addition, 1.5 meters of urinal accommodation per 500 males and 1 toilet with wash hand facilities per 75 people with disabilities is suggested. It is best to use toilets that are connected to mains services, but temporary units may have to be provided.
Where possible provide hand wash basins in the ratio of 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 wipes where hot water is not provided) and suitable hand drying facilities.
All toilets must be serviced regularly to keep them fully operational, clean and hygienic throughout the event. Event Organisers should discuss if they wish to utilise changing rooms and sports facilities with the Council’s Grounds Maintenance Contractor, who deal with sports pitch and facilities bookings.


3.5	Cleansing/Waste Management
Guidance: Detail here the arrangements you have put in place for collection and removal of rubbish and food waste – will you have litter pickers on site, how will the bins be emptied?  
Think about how many bins you will need, what recycling facilities do you have in place?  
Making your event more sustainable
You must adhere to waste management and recycling needs by including additional waste bins as required. 
You are responsible for any damage that may occur to Council property or litter clearance during your event. Event Organisers must also:
• Provide an adequate number of rubbish bins around the event site where most required.
• Recycle wherever possible.
• Decide to regularly empty the bins and satisfactorily dispose of rubbish at the end of the event.
• Provide a secure area for the storage of refuse collected during an event and prior to its removal from the site.


3.6	Car Parking
Guidance: Consider how the event will impact on parking in the area. A request to suspend parking in certain areas may be required, which should be done some time in advance of the event. 
In publicity material for the event, detail the location of existing off-street parking, and consider where any event vehicles will be parked. 
If parking is to be made available on private land, how will this be managed i.e. layout of parking, if it will be marshalled by stewards, if markers will be erected to make it easier for people to identify their car etc.

3.7	Traffic Management
Guidance: Provide details of any road closure points which will be in place. These must be traffic marshalled and this should be reflected in the number of stewards required for the event. Persons in charge of road closure points must be over 18 years of age and should be briefed specifically on their duties and be provided with radio contact where possible. 
Consider vehicle access and egress from the event site, including a “green route” for emergency vehicles. Emergency vehicles rendezvous points and access points should be highlighted in the site plan.
If the event will have an impact on a bus route, information on how this would be managed, such as suggested alternative routes, will be required. Adequate road closure signage and any diversion required must be put in place. 

.

3.8	Road Closures
Guidance: You should include here any information on anticipated road closures to facilitate your event.

A road cannot legally be closed without a Road Closure Order in place and an application to Ards and North Down Borough Council will be required at least twelve weeks prior to the event

You should contact ANDBC Licensing Department on 0300 013 3333 to discuss and get an application form for a road closure order.

In order to process your application for a road closure you will be required to carry out the following:

• Full risk assessment with regards to traffic management plan (refer to traffic management guidance notes).
• Co-ordination checks via the DRD Roads Service to ensure that a roads closure will not affect or be affected by other works/events in the locality.
• Details of any proposed alternative route, which must be agreed beforehand by the Council to cater for displaced traffic.
• Details of any Road Traffic Regulation Orders that may need to be suspended e.g. Speed restrictions, one-way etc.
• Full maps showing the extent of the closure and alternative routes.
• Details showing the Public Transports Services/School Transport Services, which may be disrupted.

The party requesting the closure must finance any alternative provisions.

• Fee made payable to the Council including advertising costs.
• Details of any structures or equipment to be erected.
• Confirmation of Public Liability Insurance. (£10 million)
• Evidence of consultation with residents and businesses.
• Event Management plan/safety plan, where necessary.



3.9	Provision of Food and Food Safety
Guidance: Detail here any catering or provision of food you are planning for your event.  
You should also note how you will manage the food hygiene responsibilities for your event including collection of Public Liability & Environmental Health /Food Safety certificates.  
Evidence of Food Hygiene Rating will be required.
Where the vendors are providing portable electrical equipment, Portable Appliance Testing (PAT) certification will be required. Only diesel generators should be used.

A list of food vendors attending the event should be provided to the Food Safety Team in Environmental Health well in advance of the event. 
The list can be emailed to  foodenquiries@ardsandnorthdown.gov.uk and should include the following information:
· Food business name and address
· Contact details e.g. phone number and email address
· Details as to which Council Area the food business is registered with
· Current Food Hygiene Rating Scheme score
· Details of foods products provided

Refer to our Managing Your Event Safely Guide for more information: 
https://www.ardsandnorthdown.gov.uk/business/event-management-toolkit 
.

[bookmark: _Hlk79047844]3.10 Noise
Guidance: Detail here any provision you have made around monitoring and controlling noise levels at your event.
 In planning any event you should be aware of the potential for high levels of noise to damage hearing and cause disturbance to local residents. In your Event Management Plan, you should detail how you plan on monitoring and controlling sound levels during your event. For Major events, the Event Organiser will be required to engage with a qualified noise consultant to advise on noise control measures, monitor their effectiveness and ensure that the event does not cause unreasonable disturbance to the residents of properties nearby.
More detailed information on noise at events can be found in our How to Manage Your Event Guide: 

https://www.ardsandnorthdown.gov.uk/business/event-management-toolkit 

  



3.11 Product Safety
Guidance: Detail here how you will ensure that products sold at your event are safe.
 If you are planning to have stalls selling goods other than food at your event, you should be aware of legislation relating to product safety. The General Product Safety Regulations 2005 state that all goods sold must be safe in their normal or foreseeable use.
More detailed information on legal requirements and responsibilities can be found in our How to Manage Your Event Guide: 
https://www.ardsandnorthdown.gov.uk/business/event-management-toolkit 


3.12	Provision of Non-Food Items
Guidance: Detail here any non-food stalls you are planning for your event.  
You should also note how you will ensure stall holders are registered with their Local Council’s Environmental Health Service (within NI) or Trading Standards Service (GB).
Details of the products each stall holder is selling.
Where the vendors are providing portable electrical equipment, Portable Appliance Testing (PAT) certification will be required. Only diesel generators should be used.
Ensure a list of stall holders, contact details and details on the products being sold are sent to the consumer protection team at consumerprotection@ardsandnorthdown.gov.uk  at least 14 days before the event.

Refer to our How to Manage Your Event Guide for more information: 

https://www.ardsandnorthdown.gov.uk/business/event-management-toolkit 

4.	HEALTH & SAFETY ARRANGEMENTS

Guidance: The Health and Safety at Work Order (Northern Ireland) 1978 is the primary piece of legislation that covers health and safety at work. Employers and self-employed persons have duties under this Order and subsidiary regulations, which include the requirement to assess the risks associated with their operations, so that they can ensure that people who may be affected by their operations are not exposed to risks to their health or safety. 

Even if you are a community organisation with no employees it is still your responsibility to ensure that your event and any contractors are operating legally and safely. To this, it is essential that you address the following headings to ensure that you have taken all steps that is reasonably practical to ensure your event is safe and complies with all health and safety law and guidelines. 

Further information is also available from: www.hse.gov.uk/event-safety

4.1 	The Risk Assessment
Guidance: Whatever the scale of your event is, from organising a street party to running a music festival, you have a responsibility to do what you can to make sure people don’t get hurt. Doing a Risk Assessment can help with this.  
A risk assessment lists the different hazards that people might encounter whilst attending or working at your event.
Conducting a Risk Assessment for your event can seem like a big job, and it’s something people often find worrying. However, it doesn’t need to be complicated or difficult.
Remember, there is no point just having a Risk Assessment which goes in a drawer somewhere and never gets looked at. There is also no point in having one that says you won’t run any activities that might be hazardous, and then just ignoring it because it is too restrictive.

Common sense risk assessing
People assess risk, and take action to minimise risk, all the time, every day, in all sorts of situations. A lot of the time you don’t even notice you’re doing it.
•	Every time you cross the road, you assess the risk of being hit by a car and make a decision about when and where to cross, based on minimising this risk.
•	If you are taking care of children, you constantly assess the risk that they might injure themselves and make decisions about what they are and are not allowed to do based on this.
•	Even just getting dressed in the morning, you assess the risk of getting very hot or very cold that day and decide what to wear based on your assessment.
When you are organising events, you will also already be assessing risk, even if you’re not aware that you’re doing it.
For example, if you are running a street party, you will probably have already thought about how to reduce the risk that people get hit by cars at your event. You will have made an assessment that, if you put stalls on a busy road with lots of traffic, people will be in danger of getting run over. You will then have thought about how to minimise this risk. You will probably have decided either to hold your event on the pavement, or to apply to the Council to close your street to traffic. You will have done this because it is common sense, without thinking of it as “risk assessment”.


More formal risk assessing
When you conduct a more formal risk assessment, you will think about the ways that harm could occur during your activities, and what you will do to reduce the risk of this happening. You will write down your thoughts and your decisions.
Most of the time, these will be the same decisions you would have made anyway, through common sense. However, you may also find that when you sit down to think about it, you identify possible hazards that might not have occurred to you.
The process of “conducting a risk assessment” helps ensure that you have paid proper attention to reducing risk. Recording your decisions means you can refer to them in future and explain them to others.


Will it stop us from being able to do anything?
Sometimes the idea of doing a risk assessment can make it feel scary to organise anything, in case something goes wrong and someone gets hurt.
Risk assessment is about achieving a balance between a reasonable level of risk and being able to get on with organising your activities. Remember, no activity is completely free from risk, and doing a risk assessment is not about making your activities risk free.
Instead of trying to make your activities risk free, think about measures you can put in place to reduce risk. If you think something is particularly dangerous, and you are worried that someone will get hurt, think about what you can change to make it less dangerous.
Think back to the earlier example about crossing the road. Crossing the road will never be completely risk free, but this doesn’t mean you decide never to do it. Instead, you do your best to minimise the risk, by looking and listening to see whether any traffic is coming and crossing when there is space to do so. If you decide that the risk is too high because the traffic is moving too fast and you are likely to get hurt if you walk into the road, you are unlikely to just give up and turn back. Instead, you might decide to change your plans slightly, for example by walking to a pedestrian crossing. This way, you can do the thing you want to do (get to the other side of the road), but more safely than if you had not thought at all about the risk involved.

Why write it down?
If you are an employer with more than five employees your risk assessment must be written down. Covid-19 risk assessments should be in writing for all events. There are several reasons why it is useful to put your decisions into a written Risk Assessment.
Writing a risk assessment helps you to think things through. Taking the time to sit down and write a risk assessment makes you focus on thinking about what the hazards are, and whether there is anything you could do to decrease their likelihood or severity. It gives you a structure in which to think this through, instead of relying on things just occurring to you. This helps ensure you’ve thought of the likely hazards and can also help to give you peace of mind.
Having a written risk assessment helps the Event Management Team to take joint responsibility for risk. Doing a Risk Assessment provides an opportunity to discuss hazards and make joint decisions about them. You can then take shared responsibility for these decisions.

How to conduct a Risk Assessment
You need to think through each element of your event. Think about what could go wrong, and what you are going to do to avoid this. Then write down your decisions, and the reasons you have made them. Make sure you include things that you have already planned to do (e.g. if you are already planning to use soft mats in front of the bouncy castle, you should still include this in the Risk Assessment).
You may find it useful to write down your thoughts and decisions in a grid which includes what the hazards are and what you will do to avoid them. 

A Risk Assessment for an event needs to include:
The venue where it will be held.
The equipment that will be used.
The people who will be attending. 
Do they have any needs that might make them more likely to hurt themselves? Do you need to make sure children are supervised? Is there anyone attending that could hurt anyone else?
















SAMPLE RISK ASSESSMENT – 

Task/Activity:                                               Date:                                                 Assessed by:  	Name of Events Manager here
Location:                                                      Review date:                                     Approved by: 	Name of Health & Safety Advisor
	
Activity
	
Hazard
	Person in
Danger
	
Existing Controls
	S
(1-4)
	L
(A-D)
	Risk
Level
	
Further Action Required
	Date
Completed
	Audited
By H & S
Adviser

	EXAMPLE: PA System
	PA System- Electric Shock
PA falling over
Slips, trips, and falls
Unsafe portable electrical equipment
	Crew and Guest speakers using PA
	Supply to stage protected by RCD, checked by stage crew.
System installed by competent person stage crew.
Good housekeeping by stage crew at all times.
All equipment to be checked by stage crew before use
	


2
	A
	


Low/Medium
	Small PA system to be used at event.
Limited access to control panel/mixing desk, speakers
	Date in here
	Signed here



Severity (S):	 4 = Critical			 	Likelihood (L):	    D = Frequent		For risk rating see matrix
		 3 = Severe (> 1 month)					    C = Regular
		 2 = Serious (> 1 week)					    B = Occasional
		 1 = Slight/Minor					    A = Unlikely  			  	

Severity	- Judgement on the realistic outcome of a hazard             Likelihood		- Judgement on the harm occurri
4.2	Risk Assessment – External Contractors

Guidance: Please list here all other contractors associated with your event that you will need to collect copies of their risk assessments. 
Some examples could be a fun fair ride, face painter or walkabout performer. 
Remember that you as the event organiser hold ultimate responsibility for any element of the event you contract in.

4.3	Security & Stewarding

Guidance: Many events may require some professional security. Security at events must be SIA (Security Industry Authority) registered. More information is available at:

https://www.gov.uk/government/organisations/security-industry-authority 

The main purpose of security and stewarding is crowd control and it will be your risk assessment that will identify what your security requirements will be. When assessing the security needs of your event consider the following: venue location, date, operating times, target demographic, planned attendance numbers, fenced or open site etc.

Detail here your stewarding and security plan and give details of the company or persons stewarding the event, whether they are volunteers or paid staff, the numbers required and their locations during the event.

You should also include how stewards and security staff can be identified; professional security will be in uniform, for your stewards, the use of tabards or different coloured high-vis vests works well in defining stewards or event staff from attendees. Text could be added to the back of clothing to clearly define roles e.g. Steward, Event Staff etc. 

Remember, all stewards and security staff will require a full briefing before the event starts to ensure that they are clear of their individual role and responsibilities. It is recommended that briefings are recorded.

4.4	Emergency Procedures

Guidance: This section should contain the detailed emergency arrangements in place in case of a fire or other incident such as crowd disorder or where emergency evacuation is necessary. 

It should include:
* The specific responsibilities of key event staff in the event of an emergency
* Who is responsible for calling the Emergency Services
*  Who will liaise with the Emergency Services on site
*  Location of the Emergency Services rendezvous point
* The message which would be conveyed over the public address system
(where applicable)

Example:
“Ladies and Gentlemen, due to unforeseen circumstances we will be
evacuating this area (or define the area) at this time. Please leave the area
(by the nearest exit) and proceed to... The stewards will be directing you to
your nearest exit route.”


4.5	First Aid
Guidance: You should include what first aid cover will be provided at your event.
 The HSE (Health and Safety Executive) Event Safety Guide provides a template that helps you establish your first aid, medical and ambulance requirements. 
An appropriate level of first aid, paramedical and medical facilities should be provided at your event after consultation with the Ambulance Service and relevant voluntary groups. This will be at your expense, so you will need to factor this into your budget.
All event staff and volunteers should be made aware of the location of the nearest defibrillator. 
Find out more at:
https://www.hse.gov.uk/event-safety/incidents-and-emergencies.htm 

Northern Ireland Ambulance Service (NIAS) Notification
The Northern Ireland Ambulance Service does not routinely provide medical services to public events. There are a number of Voluntary and Private Organisations available which do provide these services.
Event Organisers, who are following good practice as set out in The Purple Guide or other relevant guidance documents, may wish to contact the Northern Ireland Ambulance Service HSC Trust (NIAS) to inform them of the event by using the following link:
 http://www.nias.hscni.net/contact-us-2/inform-us-public-event/1308-2/

4.6	Electricity

Guidance: Provide details of any electrical equipment used e.g. generators etc. who is supplying the equipment and how it will be set up safely. 
Electrical Safety Certificates will be required to demonstrate that installation and supply is safe for use. Where portable electrical equipment is used, Portable Appliance Testing (PAT) certification will be required.

Guidance is also available – HSE’s GS50 Electrical safety at places of entertainment http://www.hse.gov.uk/pubns/gs50.htm


4.7	Fire Safety
Guidance:  You must address the area of fire safety for your event. 
Confirm here that you have addressed the fire risk in your event risk assessment. Also document how you have addressed the key areas of the fire risk assessment process highlighted below:
As stated under 3.2 Risk Assessments and Management you need to include the risk of fire in your event risk assessment.
 • Identify the fire hazards, i.e. sources of ignition, fuel and oxygen 
• Identify people at risk within and surrounding your site and those at highest risk 
• Evaluate the risk of a fire occurring and evaluate the risk to people should a fire occur 
• Remove or reduce fire hazards and remove or reduce the risks to people 
• Consider the following: detection and warning, firefighting, escape routes, signs and notices, lighting, maintenance 
• Recording significant findings and action taken 
• Prepare an emergency plan 
• Inform and instruct relevant people, provide training 
• Keep assessment under review and revise where necessary 

Further guidance is available here:
https://www.hse.gov.uk/event-safety/fire-safety.htm 

4.8	Fun Fairs and Inflatables
Guidance: You should include here any rides or fun fairs you intend to have at your event.
Where fairground rides / funfairs are being brought on site for the purposes of the event the Health and Safety Executive NI (HSENI) must be notified.
Each piece of paperwork - for each piece of equipment – i.e. safety certificates, risk assessment, must be available for inspection. 
Also, the employer’s liability certificate for the provider responsible for erecting the equipment must be present on site and reviewed accordingly. 
[bookmark: _Hlk74565956]For further information, contact HSENI.
Points you will need to address before approval is granted for any piece of inflatable play equipment are: 
• Is the operator conforming to the PIPA Scheme? 
• Have they carried out the daily checks on the equipment as required by EIS7 
• When the equipment was last fully inspected? 
• Will you get full instructions on its SAFE operation? 
• Has the inflatable a PIPA tag? 
• Do you have a copy of the current PIPA test certificate for this equipment?
 • If it is set it up with the blower unit at 1.2 metres distance will it still fit on my site? 
• Is the equipment clearly marked as to its limitations of use (max. user height etc.)? • Are you a member of a relevant association (AIMODS, NAIH or BIHA)? (Check this against the relevant web site listing (See Participating Organisations) 
• Do they have £10 million Public Liability Insurance? 
Further guidance on the British Standards and law relating to inflatable play equipment is available on the PIPA Inflatable Play Inspection Scheme website:

https://www.pipa.org.uk/ 

Further information is available on the HSE website regarding the ADIPS scheme at:
https://www.hse.gov.uk/entertainment/fairgrounds/inflatables.htm 

4.9	Temporary Demountable Structures
Guidance: Please provide here a detailed list of all temporary structures you plan to bring onto your event site. Include what procedures you will follow to ensure all structures are supplied by a competent contractor.
The use of temporary demountable structures at events is an area that is broad and complex. For a small event it may simply be some market stalls and a marquee. 
Larger events and festivals may include stages, grandstands, lighting towers, gantries, site offices etc. 
Depending on the scale and types of structure, different authorities will be required to be involved in the approval process. 
If structures are planned to be in place for extended periods of time, then planning permissions may be required. 
Larger temporary constructions would require independent engineers to sign-off structures before they can be used. 
So you can see that this is an area that requires careful consideration by the local authority prior to approval. 
A ‘Best Practice Guide – Safe Use and Operation of Temporary Demountable Fabric Structures’ is available via The Made Up Textile Association (MUTA) website:
https://www.muta.org.uk/ 
Further information and a do’s and don’ts checklist can also be found at:
https://www.hse.gov.uk/event-safety/temporary-demountable-structures.htm 

All suppliers will need to supply you with a copy of their public and employee certificates.  The Public Liability cover amount will be determined by the type of event or feature within the event and we will notify you of the minimum amount required, the normal minimum is £5m for Public Liability and £5m for Employers Liability insurance is £5m.
All suppliers will need to provide you with relevant risk assessments and method statements relating to the product they are supplying for your event 
Suppliers will provide a signed hand over inspection once the structure is completed to say that it is safe and ready for use 
You need to consider all other health and safety aspects relating to any temporary structure.

4.10	Animals at Events
Guidance: Animals at events are protected by the Welfare of Animals Act 2011 and Councils are responsible for its enforcement in respect of non-farmed animals, domestic pets and equines (horse and donkeys). The Council’s animal welfare policies in connection with events include the following:
• Council land is not let for use by circuses or similar entertainment exhibiting wild animals.
• Circuses on private land are subject to licensing.
• Animals and fish may not be given as prizes at any function held on Council land.
• If petting animals are going to be at the event the Event Organiser must ensure that portable hand washing facilities, including hot water, soap and towels, are provided.
• Adequate supervision must be provided.
• The enclosure is suitable for the animal present.
• The animals brought to the event are used to being handled and petted.
Further HSE guidance is available: preventing or controlling ill health from animal contact at visitor attractions; 
https://www.hse.gov.uk/agriculture/topics/visitor-attractions.htm 

The Council is committed to safeguarding the welfare of animals within its care, or animals that play a part in Council run or sponsored events. The Council also seeks to promote animal welfare generally, and the ‘five freedoms’, detailed within the Welfare of Animals Act 2011. Event Organisers holding an event on Council property or in receipt of Council funding or who hold a Service Level Agreement, should make reference to animal welfare in their application and event plan.



4.11	Weather
Guidance: As the Event Organiser, you have a duty of care towards all those working on your event site, including volunteers, as well as to the public attending.   

It is, therefore, important that due consideration is given to the weather conditions and the various hazards they can create.  

Details should be included here on the action which will be taken should severe/extreme weather have an impact on the safety of the event, including
circumstances which could lead to the event being cancelled.


4.12	Contingency Planning
Guidance: Document here the emergency procedures you will have in place for your event.
As the Event Organiser you need to ensure that you have plans in place to respond effectively to health and safety incidents and other emergencies that might occur at your event.
This emergency plan needs to be in proportion to the level of risk presented by event
activities and the potential extent and severity of the incident.
Key points include:
• Awareness that the initial response to an emergency may be the responsibility of the event organiser and their immediate team
• Recognition that all involved with the management of events (including employees and volunteers) need to be assigned to, and understand, their specific roles, should an incident or emergency occur
Procedures for volunteers and staff to follow in an emergency should include:
• Raising the alarm
• Informing the public
• Onsite emergency response i.e. use of fire extinguishers
• Summoning the emergency services
• Crowd management, including evacuation, where necessary
• Evacuation of people with disabilities
• Traffic management, including emergency vehicles
• Incident control
• Liaison with emergency services
• Providing first aid and medical assistance
Places of safety – plan how you will evacuate people to a place of relative safety from where they can make their way to a place of total safety
Event/Show stop - Effective response to an emergency can sometimes mean a rapid and controlled halt to a performance/event to prevent further risk to the audience or to initiate an evacuation.


5.	COMMUNICATIONS
Guidance: The importance of communications when planning and delivering an event is paramount. 
You need to consider three main areas of communication when developing your event:
1. Communicating with your planning team pre-event to ensure all people are aware of all what is being proposed.
 It is also essential that you communicate your event plans to the residents and businesses in the surrounding area, the earlier the better. 
2. Communications on the day of the event, ensuring that there is a clear communications plan in place and that all stakeholders are familiar with the plan.
 You also need to make sure that you have the practical tools to make the communication plan work on the day, this could include radios, mobile phones, runners (staff to run errands and messages) and a public-address system. 
3. Audience communication needs to be considered to make the visitor experience enjoyable and seamless. Elements here could include flyers, site plans, signage, public address system, stage schedules, MC’s and information points.

5.1 Event communications – Surrounding residents 
Guidance: Document here how you are going to communicate your event plans to surrounding residents and businesses and detail here any consultation that has been carried out pre-event.

5.2. Event day communications - Audience P.A Systems
Guidance: Document here what plans you have in place for communication with your audience on the day, take note of point 3 above. 
Detail any PA systems in use at your event. If the entire site is not covered, please detail which parts are not covered and how these areas can be communicated with. 
Provide details of any signage or public information facilities being used to direct persons round the site, provide important information e.g. welfare facilities, first aid points, lost children etc. and restrict the public from certain areas if required. 
More information on event communication can be found in the HSE Event Safety Guide Communication.
You should also detail here where loud hailers can be located if PA system goes down.

5.3	Event Day Communications - Internal
Guidance:  Document here what plans you have in place for your event day communication for event staff and emergency services, both on site and off site.
Key points to consider when developing your plan are: 
• Ensure that under 2.1 & 2.2 Internal and External Event Management Contacts you list phone contact details and radio channel details if radios are being used 
• Ensure that all people working on your event understand the chain of command and therefore who they will contact should they need to report an incident or cascade information 
• Your communications plan needs to be developed taking into consideration the emergency response plan 
• Use of radios should be considered and details of their use recorded in this plan (for example - who has them). 



6.	Lost Children
Guidance: Please document here what your lost children’s policy and procedures are.

You must ensure that you develop a lost children’s policy and make all event staff and volunteers familiar with the procedures and policy. Some important points to consider when developing your policy are:

• Identify arrangements for the ‘safe’ care of children until such time that they can be reunited with their parent/s or guardian

• There should be a clearly advertised point for information on lost children

• Lost children should never be left in the care of a sole adult, always ensure that there are at least two adults in place.

• If a lost child is found and reported to one of the event staff a message should be communicated to all event staff as per the communication plan (radio, phone, in person to event control point) that a ‘code word’ at ‘location’. Two staff should then remain with the child at this point for a period of 10 minutes to allow for a possible quick reunification.

• If after 10 minutes there has been no reunification then the child should be taken to the designated lost children’s point by two members of staff. If possible, this point should be adjacent to your event control point or the first aid/medical area.

• All incidents need be logged, ensuring all details are recorded.

• Staff should try to ascertain a description of the child’s guardian, their name, mobile number if known and a description.

• The child and the parent/s guardian should not be reunited until a match has been established. To this, if a parent comes to the lost children’s point claiming they have a lost child they must provide a signature and identification along with a description of their child, this could include age, clothing, hair colour, height etc.

• If there is any reluctance from the child to go with the adult then you should inform the police.

• Once a lost child incident has been resolved you must inform all staff that the ‘code’ has been resolved. Complete the report and log.






7.	Licensing
Guidance: If your event is including any licensable activity please provide details here.  This could include the provision of alcohol, entertainment etc.
You can refer to ANDBC Licensing team for information on what activities are defined as licensable activities: 
licensingandregulatoryservicesteam@ardsandnorthdown.gov.uk

7.1. PPLPRS Licence 

Guidance: You should detail here if you plan to have any recorded live music at your event.  Live and recorded music at one-off events requires The Music licence.

What is The Music Licence?

The Music Licence allows you to legally play and perform music in your business, whether through the radio, TV, other devices and/or live performances.

If you play or perform music in your business or organisation in the UK, you will usually need The Music Licence. It will cover you, with one licence and one invoice, for the use of virtually all commercially released music available – millions of songs and recordings, including the most popular and well-loved music not just from the UK but also from around the world.

PPL PRS Ltd is a new company, equally owned by PPL and PRS for Music. It has been created to provide customers with a streamlined music licensing service – The Music Licence – with a single point of contact to make it easier to legally play and perform music in public.

https://pplprs.co.uk/what-is-themusiclicence/#
















8.	Insurance
[bookmark: _Hlk74566206]Guidance: All event organisers holding an event on ANDBC property, in receipt of an ANDBC grant for events and festivals, sponsorship or holding an SLA from ANDBC must hold public liability insurance to the value of £5 million or £10 million (depending on event).

You must also ensure that any contractors that you are engaging also hold public liability insurance and any other appropriate insurance, i.e. product liability, employee insurance. For Ards and North Down Borough Council events the requirements are £5million public liability and £10million employer’s liability.

You should obtain evidence of insurance prior to appointment and retain this evidence on file.

You will also need to ensure that you hold copies of all contractor’s relevant insurance and that copies of such can be provided to the Events Management Team upon request

Please confirm here that you hold public liability insurance to the minimum value of £5 million or £10 million (depending on Event as above) and that a copy of the policy has been forwarded to the Council.

1. COVID-19
Guidance: When planning your event, you will need to carefully consider the latest Covid-19 guidelines to ensure your event is as safe as possible for visitors and staff. 
Organisers must be prepared for unpredictability in planning events as the impact of Covid-19 guidelines may change at short notice. It is best practice that a risk assessment required for any event should incorporate a reference to the ongoing guidance for Covid-19, including reference to;
· The level of risk of coronavirus transmission at your event and how and why it might spread at the gathering
· Measures which are reasonably practicable to take to avoid, reduce or prevent those risks

For the latest information on current Covid-19 guidelines in Northern Ireland, please visit:
https://www.nidirect.gov.uk/campaigns/coronavirus-covid-19 
For guidance on planning your event around Covid-19 guidelines, please visit:
https://www.thepurpleguide.co.uk/index.php/the-purple-guide/information-news-updates/121-new-covid-19-planning-guidance-published-for-uk-festivals 
































									
									

