	
	

	
	Planning Your Event

	
	


Detailed pre-planning is essential to ensure your event is successful. 

The following need to be given consideration when planning your event: -
TIMESCALE 
Set out the proposed timescale and give yourself as much time as possible to organise the event, as you may need as much as 12 months planning time.  Some specialist advice may be required, and special permission and licences can take time.  Do not forget the summer can be a busy time with hundreds of events taking place within your area.

WHERE 
Make sure the venue you have chosen, is adequate for the proposed event.  Do not forget to consider the impact on the local community, how easy it will be for people to get to the venue and any car parking requirements.  Consider the suitability of the venue, is it big enough, and any existing hazards which may be on the site, such as water hazards, overhead power lines etc.  Consider whether or not emergency routes will be adequate.  If it is really necessary for your event to be held on a public road then you must speak to the Council’s Traffic Services on (0161) 474 4849, to find out if a road closure is needed.  There will almost certainly be a charge for closing roads for your event.

WHEN 

Consider the time of year, including the consequences of extreme weather conditions, the day of the week and time, noise, ease of travel, other events on the same day, whether lighting will be required for an evening event.  You can insure against cancellation due to bad weather (pluvial and public liability insurance), as long as you do it well in advance.

WHO 
Are particular groups to be targeted, such as children, teenagers, older people, people with disabilities and how will you accommodate their needs?

WHAT 
Will there be specific hazards with your type of activity such as animals.

PLANNING YOUR EVENT  
You may want to form a committee to organise your event and give everyone a job and make sure one of them is the event organiser who will be there when the event takes place.  This person will be the main contact with the Council and the emergency services.  Keep a file of everything you decide to do.  Allow yourself plenty of time to organise the event, you may need up to 12 months if you need specialist advice or additional permissions.

All your planning should be written down so that you can remember what has been decided, also if anything does go wrong at your event, you will have written evidence about what you decided to do as part of your planning and risk assessment.  When the day of the event arrives, a thorough check must be made to ensure that all your safety measures have actually been done.

SPECIALIST EQUIPMENT 
Will the activities require the use of any specialist equipment such as fairground rides, bungee jumping and inflatable bouncing devices/ if so, does the equipment pose any specific hazards? Will a particular activity need barriers etc? Some equipment may require certificates of erection by a competent person.
CODE OF PRACTICE 
For larger events there will be a need to comply with guidance, particularly the HSE The Event Safety Guide (A guide to health, safety and welfare at music and similar events), which gives advice on structures, marquees, tents and electrical matters.

WELFARE ARRANGEMENTS 
The organiser must estimate the number of attendees to the event and toilet requirements should be based on these estimates.  You will be required to ensure that the toilet and washing facilities are adequate and cater for disabled people, children and baby changing and that they are emptied and cleaned on a regular basis.  Put your toilets in a discreet place, provide lighting after dark and arrange security to make sure people are safe.  Check the toilets periodically to make sure everything is working as planned. The Council’s Environmental Health Service on 0161 474 4208 can advice on how many toilets to provide.  

FIRST AID  
You should provide adequate numbers of qualified first aid assistance at the venue, consult St John Ambulance or the Red Cross for advice.  Depending on the size and nature of the event, you may also need an ambulance on standby.  A first aid post should be established and all event staff must know where it is.  Contact between the Event Manager and the first aid personnel must be maintained.  Provision also needs to be made for lost children, missing persons, and lost property.  Keep a note of lost children and only include a description of the child or parents name for security reasons.  

CATERING 
Depending on the scale of the event, refreshments may be required.  Provide a variety of catering options at suitable spots throughout the venue.  Remember to make arrangements for parking towing vehicles or overnight accommodation.  A supply of drinking water will be needed too.  You will need to check food hygiene issues with the Council’s Environmental Health section on (0161) 474 4208, as all caterers will be need to be registered with this service. 
LICENCES 
A licence will be needed if the event will include the sale of alcohol, the provision of regulated entertainment and/or the provision of hot drink between 11pm and 5am.  Regulated entertainment is any of the following when carried out in front of an audience:

The performance of a play

An indoor sporting event

Performance of live music
Any playing of recorded music
Exhibition of a film


Boxing or wrestling 

Similar entertainment to live 

Performance of dance

music, recorded music or dance

In most cases, where the audience will be under 500 people, organisers will need to submit a Temporary Event Notice to the Licensing Authority (Stockport Metropolitan Borough Council) and to Greater Manchester Police.  However, there are restrictions on the use of Temporary Event Notices.  You should check with the Council’s Licensing officer well in advance of your event to see if you need a license.  For more information, please contact the Licensing Section on (0161) 474 4208.

RAFFLES 
When raffle tickets are only sold at the event and the draw and the result is completed at the same event, permission is not normally needed. If, however, tickets are being sold in advance, then you will need to seek advice from the Council’s Licensing Section on (0161) 474 4208.

SELLING of GOODS 
The Council prohibits the sale of illegal goods, animals, birds and fish; replica or real guns, knives and other weapons on its land.

CAR BOOT SALES 
A license is required to hold a car boot sale and can be obtained from the Council’s licensing service on (0161) 474 4208.

CIRCUSES  
Circuses should be members of the Association of Circus Proprietors of Great Britain.  

FUNFAIRS  
Fairground operators should be members of the Showmen’s Guild and submit safety certificates for each ride to be used.
CHARITABLE COLLECTIONS  
A street collection permit maybe required if you wish to collect money from the general public on behalf of charities.  Applications and advice is provided by the Council’s Licensing Section on (0161) 474 4208.

USE OF ROADS 
Events, such as carnivals, which may stop the flow of traffic on the highway, may require a Road Closure Order, which should be submitted at least 8 weeks before the event. Contact the Council’s Traffic Services on (0161) 474 4849 for further advice.
INSURANCE 
All events will require public liability insurance.  All contractors and performers will also need their own public liability cover, with a £5 million limit of indemnity. The council reserves the right to require a higher limit if deemed necessary. Organisers are to be responsible for ensuring that any individual participant in the event has an adequate up to date Public Liability Insurance Policy.

NOISE 
All activities incorporating sound should be identified and the following should be taken into account when planning your event. The location of sound, the noise levels, the start time (including set up & sound checks), the finish time, the type of sound e.g. amplified sound, PA, Sound Systems, Funfair, Recorded, Live, Announcements and background noise i.e. traffic, parades, other events in the same area.  You should also classify all activities incorporating sound into high (amplified music from stage), medium (fun fair recorded sound), and low (PA from stalls) as part of your risk assessment, and consider for each risk whether or not it can be eliminated completely.  If it cannot, then decide what must be done to reduce it to an acceptable level.  Any event using amplification must end by 2300hours on Council land.  Events relaying amplified music must comply with any maximum level set by the Council to protect noise sensitive premises, including hotels and dwellings Early discussion with the Council’s Environmental Health Service is advised on (0161) 474 4284. 
CROWD CONTROL & SECURITY  
It is important that stewards can be easily recognised by each other and the public.  Appoint a senior steward who will be responsible for managing all aspects of stewarding the event.  Make sure the stewards are properly trained and briefed about what you expect of them.  You will need to decide how many stewards you need to look after the event.  Remember to allow for people to look after car parking, access routes, entrances, exits and not just the obviously sensitive areas.  

Make sure there are sufficient clearly marked exits and that they are not locked.  Familiarise yourself with the venue and how it responds to the requirements for your event.  Clearly define the performance and backstage areas to keep the audience out by using barriers or other suitable perimeter.  Remember that if you expect a very large crowd, you may need special barrier arrangements around the stage to withstand the force of people pushing forward.  If so, you should get expert advice.  

It is a good idea to make an information point that is staffed during the event.  Include a plan of the site showing where everything is and let people know the timing of various parts of your programme.  Always have an alternative to the PA system for making announcements, particularly in a large venue.

If you cannot control the boundary of the venue, it may well be impossible to charge a fee to enter.  An alternative may be to ask for donations.  If you do have money at the venue, consider the security arrangements for keeping it safe.

Plan what you will do if too many people turn up, remember that you have a duty of care even to trespassers, so make sure everything is safe.   
EMERGENCY ACCESS 
Your emergency plan should say how you would deal with emergencies which may arise during the event.  A simple and easy to follow plan will suit a small event.  A large event may need a more complex plan, involving the emergency services and the Council.  If you had to evacuate the venue, how would you do it and where would you send all the people?  Could it be done safely without causing panic?  

Designate an emergency route and keep it clear at all times, including overhead and mark the route on your site plan.  The route must be adequate to take heavy vehicles in any weather condition and should allow vehicles to turn around and get out quickly and easily too.  You should agree the route with emergency services.  

FIRE PRECAUTIONS 
Ideally you should attempt to reduce the risk of fire as a matter of principle before you decide how to deal with potential incidents.  Consultation with the Greater Manchester Fire & Rescue Service is advised.  Remember to take account of weather conditions, for example, if there has been a long, dry, spell and vegetation is easily combustible, this may influence the layout of your event and where vehicles are parked.  You may need to discuss with staff cutting grass and removing it from site.  If this is additional work for staff there may be a charge for this service.

Use flame resistant materials wherever possible.  Keep vending vehicles and stalls well away from other buildings and do not store flammable materials close by, and keep vehicles or obstructions well clear of exits.  All sources of fire should have suitable fire extinguishers and fire blankets easily accessible.  You may also need to provide fire fighting equipment at strategic locations and, if necessary, put up signs to say that it is there.  If you intend to use a tent or marquee, you will need to think in more detail about the risk of fire and make plans about how you will manage things when your tent is full of people. 

Do not use fireworks, electricity, flammable or other hazardous substances unless you are competent to do so.  Get a trained professional to do it for you and make sure the risks are properly assessed.

ELECTRICITY 
Electrical installations should comply with the prevailing regulations and be checked and/or installed by a qualified, competent electrician.  Make sure that only authorised people can gain access to your electrical equipment.  You must include protection devices in your electrical circuits such as a Residual Current Device (RCD), and all electrical equipment must have an up to date PAT test certificate.  No petrol-fuelled generators are permitted, make proper arrangements for refuelling and safe storage of fuel.  If you do use a generator, check what protective devices it has and add additional safety measures, such as using an earth rod driven into the ground.    Ensure generators are put where they can be supervised and do not cause annoyance due to noise.  All portable electrical appliances, including extension leads, should be tested for electrical safety and a record kept.  Hired equipment should come with a certificate to confirm that it is safe.  Contact the Council’s Health & Safety section in the Environmental Health Service for further advice on (0161) 474 4284.

Cables may be a hazard depending on where you put them.  At ground level someone could trip over one or the cable may get damaged and harm someone if the insulation is pierced and overhead cables may also present problems.  Put cables out of the way and where this is not possible cover them with sturdy material or tape them to the floor. 

If you are using metal structures like a stage, make sure it is grounded to earth.  After dark, make sure there is artificial lighting when and where needed, particularly to escape routes and exits.

LITTER  
Provide non-combustible litter bins and empty them regularly before they get full.  Do not allow litter to accumulate or be stored near to food vendors, buildings, tents or anywhere it could catch fire and spread.  Remember that if you do not clean up immediately after the event, the litter could spread to other places.  We may also end up doing the work ourselves if you do not do it and you could end up receiving a bill.  Contact the Council’s Environmental Health Service for further advice on (0161) 474 4208.

TEMPORARY STRUCTURES  
Your event may need temporary structures like a stage, tents, stalls, inflatables, a marquee, barriers.  Find a reputable and experienced supplier and ensure you have safety checks, tests or assurances that things will stand up to the load you are going to put on them.  Inflatables can be a problem because they are so light and may blow over if it is very windy, so make sure they are securely anchored.  If you are having a fair we will want detailed information from you on the rides and the ride safety certificates.  If any structures are left overnight after the event, make sure they are safe and if necessary make security arrangements until they can be removed.  If you are driving stakes or pins into the ground, make sure you know if there is anything dangerous like electricity or gas mains underneath.  These buried services can crop up in the most unexpected places so please do not assume there are none. Information can be obtained from the companies who supply gas, water, electricity, telephones, cable television and sewers.  Remember to think about overhead power lines or what may happen if you build a bonfire above a shallow cable or gas pipe.

Think about how long things will last and make sure they will withstand wind, rain and sun.  Contact the Council’s Health & Safety section in the Environmental Health Service for further advice on (0161) 474 4208.
SPECIAL EFFECTS 
The greatest possible care is needed if you intend to use special effects and must be discussed with the Health & Safety section the Council’s Environmental Health Service.  These could be fireworks, lasers, pyrotechnics, bonfires, flashing lights, smoke, chemicals, animals and so on.  Even though you may minimise the risks, some of these things can sometimes still be unpredictable and extra care is needed.  Lasers need a licence to e operated legally.  A large or complicated firework display must be formally agreed well in advance by the Health & Safety section the Council’s Environmental Health Service.  Displays should only be fired by well trained and experienced operators, who have visited the venue, assessed the risk and agree it is safe.

Consideration must be given to:


The spectator area


Where the audience stands


The safety zone to protect the
A space where people are not 

spectators



allowed to go

The firing area


Where the fireworks are

The fall out area
Where the debris from the fireworks falls

Event organisers should read guidance from the Health & Safety Executive before planning an event with fireworks.
PUBLICITY  
Please remember that you cannot fly post or put adverts on lampposts, barriers, etc along roads.  Please contact the Council’s Traffic management Engineers for information about putting adverts close to roads, particularly at junctions.

It may be possible to promote your event in Council publications and also on the Councils web-site. Please complete the appropriate section on the application form if you would like to incorporate your event in the Councils events listing. We will endeavour to include your event in our publications and on our web-site if requested, but this cannot be guaranteed.  
USEFUL NUMBERS
Air Traffic Control at Manchester Airport


0161 499 5311

Greater Manchester Police




0161 872 5050

Health & Safety Executive (infoline)


0845 345 0055

Health & safety Executive (publications)


01787 881165

Network Rail






0161 228 8813

British Red Cross Society




0161 888 8900

St John Ambulance





0161 248 3602

Stockport Metropolitan Borough Council contacts

Application to hold an event in a Stockport Park
0161 474 4419
Premises License Applications SMBC


0161 474 3261

Temporary Event Notice SMBC



0161 474 3261

(for events of less than 500 people)
Environmental Health, Health & Safety SMBC

0161 474 4344

Traffic Services SMBC




0161 474 4849

FOOTNOTE
The information contained in this guidance is believed to be correct at the time of printing.  However, changes in legislation and/or Council policy may occur.  No liability is accepted for any losses that may occur as a result of such omission.

