
Supplementary written submission - Showmen’s Guild  

Introduction  

The Showmen’s Guild (“the Guild”) is very grateful to the members of the Local 
Government and Communities Committee for their careful consideration of Mr 
Colquhoun’s evidence. We hope that the Committee through the evidence from the 
Guild, its members, and local authorities will begin to understand the challenges 
faced by Showpeople when trying to pursue their unique way of life, namely 
travelling from place to place to operate funfairs.  

This written submission seeks to respond to various questions which have been 
raised by the Committee’s clerk, by expanding on points made by Mr Colquhoun and 
in some cases address points made by representatives of licensing authorities  
 

Need for a separate licensing regime  

One of the key lines of questioning in the oral evidence sessions was on the 
fundamental need for a separate licensing regime. A number of exchanges between 
Committee members and those giving evidence suggested that, in essence, there 
was no reason to treat an application for a travelling fair different to any other type of 
applicant.   

Our rationale is not based solely on a desire to reduce licensing fees, an aspect we 
feel was given significant focus to the detriment of this wider, deeper question. 
Showpeople are a recognised cultural subset of society and our way of life is not 
comparable to a “typical” applicant for a licence. It is our way of life which is 
threatened by the existing system.   
Without significant change travelling funfairs are at real risk of disappearing in 
Scotland. We call on the Committee to take action to protect what UNESCO has 
recognises as “intangible cultural heritage”.  
It is important to note that while not all members of the Guild consider themselves to 
be, in ethnic terms, part of the European travelling community, the current licensing 
regime does have a disproportionate impact on showpeople because of our 
travelling way of life. It is critical that the licensing regime takes account of this given 
that the impact of the regime is to reduce job opportunities amongst this group and 
thereby diminish this “intangible cultural heritage”. We ask that the Committee take 
steps to protect the cultural diversity of Scotland which is what is at risk here.  
The 1982 Act does not recognise the challenges and uniqueness of travelling 
funfairs, including the fact that funfairs must as a matter of law comply with stringent 
requirements from the Health and Safety Executive.  
 
 
 
 



Temporary licences  
 

The Committee has heard contrasting evidence on the operation of temporary 
licences under the 1982 Act. For the avoidance of doubt, as far as we are aware all 
our members utilise temporary licences as opposed to “full” licences.  
Paragraph 7(3) sets out that the provisions that apply to an application for the grant 
of a full licence (including site notice, objections and representations and so on) 
“shall not apply” but instead the licensing authority may consult with the police and 
fire service. There is in our view no legal basis for the licensing authority to require a 
site notice, advertising of the application, and consideration of public objections and 
representations. And yet this is what happens in some authorities where our 
members are, in effect, force to apply for a “full” licence even though it is a temporary 
event which falls under the temporary licensing process, purely because the local 
authority wishes to impose a greater degree of administration.  
It is important that the Committee understands that a requirement for a newspaper 
advert is in effect an additional charge. Such adverts cost around £500 + VAT. 
Requiring a newspaper advert in effect deters applications owing to cost.  
Further, owing to the differing interpretations of the 1982 Act there is no consistency 
across Scotland. This creates regulatory and economic difficulties for our family 
groups who must cross local authority boundaries to work. If a fair meets safety 
requirements by licensing authority A it must, when it moves to licensing authority B, 
establish again that it still meets safety requirements. As the underlying requirements 
throughout Scotland are the same, this makes little sense. In 21st Century Scotland 
there should be a joined up approach. And yet our members have to have, for 
example, their rides inspected on multiple occasions even though the underlying 
regulations are the same and the equipment has been recently passed by a 
neighbouring authority.   
As a comparison, snack van operators are allowed to produce a food hygiene 
certificate from any food authority to support their street trader licence. So, if a van 
owner happens to have had their assessment conducted by Edinburgh City Council, 
that certificate can be used should they wish to locate their van in Midlothian or West 
Lothian council areas: this “portability” of the underlying safety certification was made 
law by the Regulatory Reform (Scotland) Act 2014 by amending s.39 of the 1982 
Act, to recognize the movable nature of that type of business. Such sensible 
measures are not afforded to travelling showpeople. We again ask the Committee to 
recognise that travelling showpeople are not sole traders like a snack van owner, but 
our applications represent many different families who are interlinked but whom may 
come together to provide different apparatus at a particular fair, and it is this unique 
way of life, and culture, which is being lost.  
 
Contrast with regulatory approach in England and elsewhere  
 

The Licensing Act 2003 governs the licensing of entertainment. Paragraph 2 of 
Schedule 1 of the 2003 Act defines entertainment. Funfairs are not included and 
therefore not a licensable activity.  
As Mr Colquhoun explained many English councils when letting the land to a 
travelling funfair require a licence to occupy to be entered into. This licence to 



occupy sets out various requirements that the leasee must comply with. See Carlisle 
City Council’s Conditions of Use at Appendix A and East Riding of Yorkshire 
Council’s Planning Pack for Organising Events on Council Owned Land at Appendix 
B.  
From our members’ experience the key point is that English licensing authorities look 
for them to provide the relevant certificate from the Health and Safety Executive. The 
same requirement applies to Scottish travelling funfairs as per “Fairgrounds and 
amusement parks: Guidance on safe practice”.1 This avoids duplication of work and 
recognises that travelling funfairs are effectively regulated elsewhere. So in effect a 
one stop shop is created – the lease and safety concerns are dealt with at the same 
time. There is no additional charge for a licence.   
Furthermore, it is our understanding that no other European Union State requires 
travelling funfairs to obtain an equivalent licensing permission. See letters of 22 
March 2018 from the European Showmen’s Union and the German Section of the 
Showmen’s Guild at Appendix C. This letter confirms that their members will not 
travel to Scotland owing to the licensing regime and that they are unaware of any 
similar licensing regime elsewhere in Europe. Correspondence from Guild sections 
elsewhere in UK is enclosed for completeness at Appendix D. 2  
Notwithstanding our submission here, we are of the view that the best solution for 
Scotland is a bespoke licensing regime.  
 
Examples of the approach taken by English local authorities  
 
We enclose various documents evidencing the English approach to matters.   
Bexley Council application form and event guidance (Appendix E) and Chesterfield 
Borough Council application form and terms and conditions of hire (Appendix F)  
The Committee will note the straightforward application forms. Of particular note are 
the terms and conditions of hire. Members will note that they deal with various 
matters including health and safety, requirements for food hygiene certificates, and 
fly posting. Matters that would be addressed through the licensing system in 
Scotland. The terms and conditions also provide for the termination of the lease.   
We suggest that fairs on local authority ground can be adequately managed through 
the lease.   
Email of 27 January 2021 from Tommy Kayes, Chair of the Midland Section of the 
Showmen’s Guild (Appendix G)  
This email sets out the flexible appropriate taken by various English local authorities. 
A relocation of a site would require a new licence application to be made.   
Email of 27 January 2021 from The Showmen’s Guild of Great Britain, The Yorkshire 
Section (Appendix H)  
This email confirms that no licence fee is paid and that there is a licence to occupy in 
place with rent being paid.   

                                                                    
1 HSG 175.   
2 It is noted that the letters enclosed here and at Appendix C are two or so years old. We are unaware of 

any material change in circumstance.   



Inclusion of the licensing of travelling funfairs in the Civic Government 
(Scotland) Act 1982 (“the 1982 Act”)  
 

The Committee asked Mr Colquhoun to clarify his statement about the “oversight” in 
relation to the inclusion of travelling fairs in the 1982 Act. We welcome the 
opportunity to provide this clarification.  
The 1982 Act originated from the wider reorganization of local government which, 
amongst other matters, led to the Local Government (Scotland) Act 1973 – and the 
creation of “councils” as the relevant local authority. In that reformatory milieu, a 
Committee was led by Sir Ronald Johnson to modernize civic licensing in Scotland, 
whilst at the same time similar efforts were being made as to laws in England & 
Wales. This resulted in the Civic Government (Scotland) Act 1982, and the 
equivalent, The Local Government (Miscellaneous Provisions) Act 19823, which 
covers England & Wales. These two Acts are extremely similar. There is one clear 
difference for our purposes: the English Act exempted fairs; the Scottish Act did not.  
It is worth underlining that the Scottish 1982 Act does not “include” travelling fairs. It 
is in fact silent on fairs, leaving it to the local authority to decide what forms of 
entertainment should be caught by the regime. There was no active effort by 
Westminster to include fairs in the Scottish regime.  
Our Guild historians tell us that the Showmen’s Guild of Great Britain had appointed 
a Parliamentary agent to make representations to law makers as to the desire to 
have travelling fairs (or “pleasure fairs” as they were termed in law at that time) 
exempted from the licensing regime, and this was successful. The agent’s error was 
to conflate the two Acts; and they had erroneously assumed that the English Act 
extended to Scotland. Parliament passed the English law with a clear exemption for 
fairs, but the equivalent Scottish legislation was silent; because no separate 
representation had been made.  
 
Case study  
 

We thought it would be useful to set out a case study where one public objection and 
initial adverse comments from Environmental Health led to the refusal of an 
application for a travelling funfair.  
The redacted letter of objection is enclosed at Appendix I and the EH comment was:  

“Given the location of the proposed fun fair, the site is surrounded, in the 
immediate vicinity, by residential properties. As such the amenity of the 
residents of these properties will be affected as noise from the activities is 
likely to cause disturbance. The likely intrusion caused will be compounded by 
the proposed duration of the event (12 days are proposed).”  

The solicitor representing the applicant tabled a copy of the applicants operations 
procedure in support of the application. The solicitor also tabled letters of reference 
from other Scottish local authorities commending Mr xxxxxx operation.  
The issue in contention was managing noise from the machines /rides as site was 
residential in nature. A noise management plan and operating guide saw meter 
readings taken regularly at locations to be agreed with EH. This led to EH during the 
                                                                    
3 . See Schedule 1(1)(3)(b) which exempts fairs from the licence requirement.  



hearing accepting that the issue could be managed with conditions. Conditions were 
acceptable to the applicant.  
Having heard the EH Officer, and me as agent on behalf of the applicant there was a 
split vote with the application ultimately being refused despite EH accepting that any 
prejudice to residential amenity could be dealt with by imposition of conditions. The 
applicant could not appeal this decision.  
  

The Scottish Section of The Showmen’s Guild of Great 
Britain & Ireland 2 February 2021  
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POLICY STATEMENT 
 

Carlisle City Council, as the land owner on which the event is taking place, requires the event 
organiser to take steps to ensure that the site is suitable for the proposed activity and to pro-
vide to the Council for its approval suitable plans that conform to the requirements of ‘The 
Event Safety Guide’ HSG 195. 
 
All event organisers will be required in their original application to sign a declaration to confirm 
that they will have the correct documentation and make these available for inspection if re-
quired in advance or during the event.   
 
If it is the intention of an event organiser to include fair rides within their event then they must 
ensure that they conform to the requirements of Carlisle City Council’s Fun Fair Policy. 
 
The submission of an application for permission to hold an Event on Council land, and pay-
ment of any required fee, constitutes the event organiser’s agreement to the terms and condi-
tions specified herein. 
 
In this policy, 

• “Council” means Carlisle City Council and includes it successors in title. 

• “Event” is used to describe any activity that takes place on Council land, for which per-
mission has been sought.   This may include, for example, circus, sports events, private 
parties, inflatables, fetes and festivals.  If you intend to hold a Funfair, please refer to the 
Council’s separate Fun Fair Policy. 

• “Park” and “Land” are used to describe any Council owned land or property upon which 
an event is being held. 

• “Equipment” means items used in the support of an event, for example marquees, ta-
bles, chairs, fencing/barriers etc. 

• “Organiser” means the person who has requested permission for the event and with 
whom the Council has been communicating prior to the event and/or the organisational 
body, charity or company holding the event and any obligation on the organiser within 
these terms and conditions shall include reference to any person acting under direction 
or on behalf of the organiser. 

 
The Council reserves the right to take action against any person not complying with 
any of these conditions.   
 
The Council reserves the right to close any event or part of an event at any time, if 
• It has not been authorised, in advance, by the Council; 

• In the opinion of the Council or its authorised representatives, any element of the event 
is unacceptable to the Council’s expectation of the image of the park; 
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• The organiser fails to observe and comply with any of the conditions and regulations 
agreed with the Council prior to the event. 

• The forecast or actual weather conditions are likely to make the event dangerous for the 
organisers, attendees or the general public or are likely to lead to the event causing un-
due damage to the site. 

 
The organisers of any event shall immediately, upon being given notice to that effect, cease 
any and all activities as requested and, if so required by the Council, effect the removal of all 
equipment and persons from the Park.  In the event that the organisers fail to comply with any 
such notice, the Council reserves the right to remove any equipment. In the event of such re-
moval the Council accepts no liability for any loss or damage to such equipment or for any 
loss of income resulting from such removal or storage.   The Council is entitled to remove and 
sell without further recourse to the organisers and in such a manner as they think fit any 
property left on Council land as a result of the event, which has not been claimed within 28 
days.  
 
Please note – If the Council has to remove any equipment, the costs of their removal 
will be recharged to the event organiser.   
No refunds will be made of any monies paid for fees and/or charges relating to any equipment 
removed from the park. 
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TERMS AND CONDITIONS 

1. The Council reserves the right to refuse any application for the use of Council 
land without being required to give any reason for such refusal. 

2. The Council reserves the right to withdraw permission to use the land and shall be un-
der no liability for expense incurred or loss sustained by the Event Organiser. 

3. The Council shall have the right to cancel any booking forthwith in the event that the 
Venue is affected by an emergency of any kind.  The Council will consider refunding 
part or all of any fees and charges paid and the amount shall be at the Council’s sole 
discretion. 

4. Cancellation by the Event Organiser must be in writing, and the effective date will be 
the receipt of such information by the Council.  

5. On cancellation, the Event Organiser shall be liable to the Council for the whole of the 
hire charge (if applicable), together with any additional expenses incurred by the Coun-
cil. 

6. Event Organisers who do not take up their commitment for any reason, or who fail to 
notify in writing a cancellation, shall be jointly and severally liable to the Council for the 
whole of the hire charge, together with any additional expenses incurred by the Coun-
cil. 

7. Substitutions and amendments to the nature of the booking must be made in writing to 
the Council, which reserves the right to either cancel the booking or amend the hire fee 
as it considers appropriate.  In the event of cancellation, the Event Organiser shall be 
liable as stated in clauses 4 and 5 above. 

8. The Council accepts no responsibility for the non-receipt by the due date of application 
forms, remittances or cancellations. 

9. All fees and charges must be paid, upon presentation of an invoice from the Council, 
within 30 working days.   

10. If, upon inspection by a Council representative after the event, any part of the Council 
land or facilities require reinstating, repairing, replacing or cleansing the Event Organ-
iser will be informed.  Either the Organiser can arrange to reinstate the land/facilities 
themselves (to Council specifications) or, if the Council reinstates the land, the organ-
iser will be liable for the costs involved.  The Council’s valuation of any dam-
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age/loss is final, save for bad faith or manifest error.  Please note that “re-instatement” 
includes the cost of any litter clearance required. 

11. For larger events, a refundable deposit will be payable to the Council 28 days prior to 
the Event, which will be forfeited in the event of any damage or loss to the Venue (or 
loss of keys in respect of gates, removable bollards etc), or held in part payment of any 
necessary re-instatement.  The Organiser will be liable for the full costs of any damage, 
so should this exceed the deposit, the Council will issue an invoice for the balance. 

12. The Council accepts no liability or responsibility for any property belonging to the or-
ganiser which has been left on Council land before, during or after the hire period (to 
include any set-up/breakdown periods agreed). 

13. Persons obtaining the use of Council land using a fictitious or false name or 
other details will not be allowed to occupy any council land for any event there-
after. 

14. Organisers must provide a detailed site plan four weeks in advance of the event taking 
place.  This site plan must be approved in writing by the Council prior to the event tak-
ing place.  Maps of each park can be provided, on which details of the specific location 
for the event can be annotated.  Please note - Restrictions exist in some parks and 
as such an event or specific activity may not be permitted within defined areas 
or during certain hours or seasons. 

15. The Council does not permit any event that involves animal acts to take place on its 
land.  The Event Organiser may submit a written request for permission to be granted 
by the appropriate committee of the Council.   

16. The Organiser is responsible for the administration, organisation and running of the 
Event. 

17. The Organiser shall not interfere with or attach anything to any item of street furniture 
or parks furniture. 

18. The Organiser shall not excavate or drill pinning holes into the Venue except with the 
prior written consent of the Council. 

19. The Organiser shall ensure that pedestrians are allowed unrestricted access along any 
public footpath located within the venue, unless prior closure has been agreed and ad-
vertised. 

20. The Council reserves the right to require the Organiser to provide at his/her own ex-
pense temporary sanitary accommodation at such a level as deemed reasonable by 
the Environmental Health Department and in accordance with current Health & Safety 
Guidelines. 

21. The Organiser will not permit the operation or release of any highflying object without 
the prior written consent of the Council and the Civil Aviation Authority. 
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22. The Organiser agrees that where the Land/Venue is to be used during the hours of 
darkness then appropriate lighting will be provided to cover all areas to which the pub-
lic are admitted or have access. 

23. The Event Organiser, at the time of making their application for the use of any Council 
land, must inform the Council of any large equipment that they intend to include.  Full 
details should be provided, including the height, weight and length of the equipment 
with the proposed route, site location and arrival and departure times. 

24. Permission must be obtained before any vehicle can be allowed onto the 
Land/Venue.  Vehicles must only be parked in the pre-agreed areas.  The registration 
numbers of any vehicles to be parked on Council land (other than where a Car Park 
will be in operation) should be provided to the Council seven working days before the 
event is due to take place. 

25. Vehicles are not allowed onto the Land/Venue within one hour of the event opening or 
closing.  There must be no vehicle movement during an event. All vehicles should 
have specified movement times, agreed with the Council.  For example, where an 
event runs from 10.00 to 16.00, vehicle movement times would normally be 08.00-
09.00 and 17.00-18.00. 

26. All vehicles related to the operation of the event must be parked in the agreed parking 
area.  Any vehicle left outside of this area or parked indiscriminately, may be 
towed away and impounded, with a fee to be paid for recovery (determined by the 
Council). 

27. The areas indicated on the original site plan (or any amendments) must be occupied 
only by the equipment agreed.  Equipment must remain on site for the full duration of 
the event, unless otherwise agreed by the Council. 

28. All space under and near to trees should be kept clear.  There should be no park-
ing or setting up of facilities underneath trees.   

29. The event organiser shall attend a site meeting with a representative from the 
Council prior to and following the event, in relation to the condition of the land to 
be used.  This site meeting (“Pre-Event Site Check”) will provide the basis for an 
agreement should any reinstatement be required once the event has finished.  The or-
ganiser shall contact the relevant department to arrange a Pre-Event Site Check. 

30. Permission for the holding of an event is conditional upon the agreement of the 
Emergency Services (via the Safety Advisory Group).  In particular, provision should be 
made for sufficient First Aid facilities, access for the Fire & Rescue Services and a pro-
cedure for dealing with any potential crowd disturbance. 

31. Operational times of any event on Council land will be agreed in advance with the 
Council and the Emergency Services Safety Advisory Group. 

32. If any event is to operate at the same or similar time as another large scale event 
or major sporting activity (unless it is part of that event and within the site boundary 
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of that event), all opening and operation times must be agreed with the Emergency 
Services Safety Advisory Group in advance. 

33. Music must not be played outside of the agreed operational times. 

34. Set up and breakdown times required for any event need to be discussed and 
agreed with the Council in advance. 

35. If there are complaints from residents, the Council will take action against any Event 
Organiser, or their family members, workers or visitors found to be responsible for ex-
cessive noise and/or nuisance.  Accordingly, one hour after the event has closed, 
the site will be out of bounds to gatherings of all persons connected with the event.  
Any individual found to be in breach of this condition may put in jeopardy their involve-
ment in the operation of future events.  Any event workers causing a disturbance at 
any time may be liable to prosecution and may not be permitted to take part in subse-
quent events. 

36. The Organiser must undertake, four weeks in advance of the event date, a full Risk 
Assessment which shall be made available to the Council.   

37. The Event Organiser must provide First Aid Cover, in relation to the size of the event.  
Even for small events, there should be at least one person who is First Aid trained on 
the site throughout the operational period of the event.  If this is not possible other pro-
vision should be made for dealing with First Aid emergencies via a recognised service 
provider. 

38. The Event Organiser must ensure that they have adequate and appropriate steward-
ing and parking marshals available for their event. 

39. Separate equipment risk assessments, electrical certificates, structural certificates (if 
applicable) and any other supporting documentation for equipment which may be 
used at the event should be made available for inspection by the Environmental Health 
/ Licensing Officers prior to the event opening. 

40. Painting and advertisements exhibited on or around the event must be to the satisfac-
tion of the Council.  The Organiser shall not actively promote any tobacco company, 
product or brand on the Council’s land.  Any announcements made on the event site 
must also be acceptable.  Any person not complying with this requirement will be re-
quested to remove the unsuitable materials / painting / advertisement/s or to refrain 
from making further announcements.  Any failure to do so may lead to them being ex-
pelled from the event site.  Please note: Fly posting for any event is strictly forbid-
den.  Any organisation in breach of this regulation may in future not be allowed to use 
Council land. 

41. All catering units on the event site must comply with the relevant Environmental 
Health legislation in regards to the storage of food, cleanliness, electrical certificates, 
storage of any gas bottles, sufficient fire extinguishers/blankets, insurance etc.  These 
units must make available upon request the relevant documentation for inspection by 
the local Environmental Health Department and Health & Safety representatives. 
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42. All attractions, riding machines, exhibitions, games, food stalls, etc must display a 
price list at all times.  Failure to do so may result in the Council taking such action as it 
deems appropriate. 

43. It is the responsibility of the Event Organiser to arrange for the disposal of litter from 
the site.  This should include the use of a skip where necessary.  If a skip is used, its 
position should be clearly indicated on the site plan and any necessary permissions ob-
tained.  The Event Organiser will also have the responsibility of emptying the skip as 
required and for the final removal of the skip from the site at the end of the event. 

44. The Event Organiser shall indemnify the Council from and against all loss, damage, 
actions, proceedings, suits, claims, demands, costs, damage and expenses, in respect 
of any inquiry to or the death of any person, damage to any property movable or im-
movable or otherwise by reason of or arising in any way directly or indirectly out of the 
erection, maintenance, repair, state or repair, condition, existence, use or removal of 
the said equipment on the event site or the fittings, fixtures or supports thereof or the 
falling or displacement of the same or any part thereof from any cause whatever, or 
from any damage to or destruction of boundary fences. 

45. Event Organisers will be required to provide proof of Employer’s and Public Liability 
Insurances for the event to the City Council four weeks in advance of the event taking 
place.  

46. Any damage to the Land including to any boundary, building, walls, hydrant, meter, wa-
ter tap, services, grass area, electricity supply point, concrete, macadam or other 
roadworks as a result of the event will be recharged to the Event Organiser 

47. Barbeques shall not be permitted on Council land unless the Council’s prior written 
approval has been obtained. 

48. The Council does not normally permit Car Boot Sales to be held on Council land. 

49. No collections, games of chance, sweep stakes, lotteries or betting of any kind may be 
conducted during the event without the prior consent of the Council and the appropriate 
licence.  The Organiser should contact the Licensing Department for further advice. 

50. Authorised Council representatives shall be permitted entry to the land on demand and 
without restriction at all times during the period of use. 

51. The Council reserves the right to refuse admission to or evict any person from the 
land. 

52. The Council reserves the right to fix a maximum limit for the number of persons at-
tending the Event. 

53. The booking shall be personal to the Event Organiser and the right to use the land 
shall not be sublet, assigned or otherwise transferred.  The Event Organiser shall 
not assign the benefit or burden of any part of the agreement, or sublet or subcontract 
any part of the facility without the prior written consent of the Council. 



Revised January 2017 
 

9  

54. The Organiser shall ensure that any other requirements (whether from the Council or 
not) in addition to those within this Policy are sought and complied with, for example 
Premises Licence.  If any such licence, permit or consent has not been obtained 
then the Council reserves the right to cancel the booking forthwith and clauses 4 and 5 
shall apply. 

55. In all respects the Organiser will comply with all statutory provisions and any other 
obligations imposed by law in regard to the use of the Land. 

56. These conditions may not be exhaustive.  The organiser should bring to the attention of 
the Council any aspect of their event which is not covered herein or which requires fur-
ther explanation. 
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LEGAL OBLIGATIONS 

 

Your attention is drawn to the following legislation: 

The Health and Safety at Work Act 1974 and The Management of Health and Safety at Work 
Regulations 1999 and any other applicable regulations relevant to the event and equipment 
being used. 

Accident and Incident Reporting 

All persons in charge of any event must make themselves aware of the correct procedure fol-
lowing any incident or accident (by informing Environmental Health at Carlisle City Council).  
Advice can be obtained from the Environmental Health department on this matter. 

Noise 

• The Council reserves the right to prohibit the use of any noise emitting equipment of what-
ever nature during certain hours at its discretion. 

• Noise from any machinery, generator, public address system or music amplification sys-
tem shall be positioned and volume controlled so as to not cause undue disturbance to 
occupiers of nearby properties.  In the case of non-compliance, enforcement action will be 
taken by the Council Officers and the organiser / event may be expelled from the park. 

• To minimise disturbance to nearby residential areas the set up and breakdown of any 
event can only take place within the following hours:   

Monday to Saturday 8.00am to 10.00pm.  Sunday 9.00am to 10.00pm. 

If the finishing time of the event is too late to allow complete breakdown by 10.00pm, 
then breakdown should instead take place the following morning, from 8.00am (9.00am 
Sunday morning).   

Electricity 

• All persons operating any riding machine, exhibition, game, stall or other amusement de-
vice in connection with an event are reminded that they must comply with statutory re-
quirements in respect of the use of electricity at all times. 

• The supply of electricity for power and lighting for an event will be by means of generators 
on such terms and conditions as may be prescribed from time to time by the Council. 
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•   Permits for any such generators may be obtained on application to the Council.  Every 
generator must be provided with a dedicated fire extinguisher of an appropriate type and 
must be earthed – usually by means of earthing rods. 

Fire / Fire Precautions 

• The event site must provide appropriate means for the fighting of fires, to the satisfaction 
of the Chief Fire Officer who may inspect the equipment on site: 

a) Fire fighting equipment should be selected having regard to the type of fire risk 
and the nature of any combustible material present. 

b) Fire fighting equipment must be available for immediate use at all times includ-
ing setting up and dismantling. 

c) All fire fighting equipment must be tested and/or serviced at least every 12 
months and must carry a label indicating the date of the last service or check 
together with the name of the person carrying out the service. 

The licensee or owner of each amusement device or stall is responsible for ensuring that 
all employees, individual operators and any person who is employed as an attendant has 
received training in fire fighting and evacuation procedures. 

• Appropriate Fire extinguishers must be readily available, be maintained in good condition 
and must have been tested within the last 12 months.  The following types are listed for 
your compliance: 

 4.5 litre Water Stored Pressure / 9 litre Water Gas Cartridge type – for use inside 
booths on any freely burning material such as wood, canvas, cloth etc 

 Stirrup pumps – or similar appliances with adequate supplies of water and a metal 
bucket or similar receptacle immediately available for use as above 

 Foam – 4.5 and 9 litre, Dry Powder minimum capacity 2.5kg or Carbon Dioxide 
minimum capacity 2.5kg – this is for use on oils, petrol and paraffin 

 Carbon Dioxide 2.5kg capacity (minimum) – this is for use on electrical switch 
gear, small oil and petrol fires, NOT to be sited in any place where the public are 
admitted. 

• Smoke generators must not be used excessively and their use must be to the satisfaction 
of the Fire Officer.  It is an offence to use any apparatus that emits fog, smog or smoke 
whether it is chemical, dry ice or any other matter. 

• Exhaust outlets from mobile generators shall not discharge into areas where members of 
the public have access and shall discharge at a minimum height of 3.6m in order to ensure 
adequate dispersion of exhaust gasses. 

• All gas installations on any stall or caravan must be serviced annually by a competent per-
son, in accordance with current legislation. 
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• No gas container whether full, partially full or empty can be stored within any vehicle or 
trailer which contains any internal combustion engine whether or not it is used for the gen-
eration of electricity. 

• All gas containers shall be removed from the site by the licence holder at the end of the 
event. Any licence holder found to be responsible for the abandonment of gas containers 
will be charged for their safe disposal and any such charge must be paid before future op-
portunities to organise or take part in future event provision.  Failure to pay may result in 
Council refusal to organise or take part in any future event on their land. 

Welfare 

• All food stallholders must provide one waste bin per stall or per 10 foot of stall.  All bins 
remain the responsibility of the tenant.  Stalls which generate high levels of disposable 
items must ensure that the bins provided are large enough to contain the levels of refuse 
expected.  Stallholders are responsible for the removal and emptying of bins and clearing 
the immediate area around their stalls.  All rubbish is to be disposed of into a skip that will 
be placed on the site by the event organiser. 

• All pets must be kept secure and under the direct control/supervision of the owner.  In par-
ticular dogs should be kept on a suitable and secure lead at all times whilst on council 
land. The owners are responsible for the removal of any waste deposited by their animals.  
Failure to comply with the above conditions may result in the owner being requested to 
leave the park. 

Public Liability Insurance 

• All event organisers have the responsibility to provide Public Liability Insurance for their 
event/ activity.  

 For the purpose of organising an event/activity on Council land, the Event Organiser 
will be required to produce a copy of appropriate insurance cover which is commensu-
rate to the event taking place and appropriate to the number of individuals in attend-
ance.  For Council organised events, expert external advice should be requested 
through the Council’s brokers and, in all instances, the Council’s Insurance Officer 
should be consulted.  It is prudent to inform the Council’s brokers/insurers when such 
events take place. 

Please Note - Any stall holder, caterer, ride operator etc will also be required to provide in-
surance relevant to their operation to the event organiser. 
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REMINDER 

 

 

If you are successful with your application please remember the following 
 

1) You must at all times abide by the Carlisle City Council Events in Parks Terms & Condi-
tions and Health & Safety requirements. 

2) Carlisle City Council must have received, at least four weeks in advance of the event, a 
detailed Site Plan and copies of Public Liability Insurance documentation. 

3) You must ensure that each riding machine, exhibition, game, stall or other amusement 
device makes available, at least 12 hours prior to the event taking place, their own risk 
assessment, electrical certificates, structural certificates (if applicable) ADIPS certificates 
and any other supporting documentation that may be required by the Environmental 
Health / Licensing  

4) All catering units must at all times comply with the relevant Environmental Health legisla-
tion with regard to the storage of food, cleanliness, electrical certification, storage of any 
gas bottles, sufficient fire extinguishers/blankets, insurance etc.  They should also make 
available at any time the relevant paperwork for inspection. 

5) Although the land on which the event is being staged is owned by Carlisle City Council 
permission for the holding of the event is conditional upon the agreement of the Emer-
gency Services (via the Safety Advisory Group).  In particular, provision should be made 
for sufficient First Aid facilities, access for the Fire Services and a procedure for dealing 
with any potential crowd disturbance. 

6) If any event is to operate during another large scale event or major sporting activity (un-
less it is part of that event and within the site boundary of that event), all opening and 
operation times must be agreed with the Emergency Services Safety Advisory Group in 
advance.  An example of this would be if an event coincided with a League/Cup Football 
match on an evening.  If this were the case, certain restrictions may be imposed on the 
allowed times of operation.  
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Event Planning Timetable 
 

Time Scale Activity 

9 months (max)          
2 months (min) prior 

Make outline application for use of Council land 

8 weeks prior Provide proof of Public Liability Insurance 

Ensure that Risk Assessments have been undertaken for the event 

Provide detailed Site Plan 

10 working days prior Provide details of all vehicles which will access Council land. 

Before event opens 
(ideally one day prior) 

Provide certificates and supporting documentation for Environmental 
Health / Licensing 

Day of event Have all paperwork available for inspection if required 

1 hour prior Stop all on site vehicular movement 

1 hour after event After finish of event, if deemed safe, you can then allow on site     
vehicular movement  (this could be carried out sooner if the site is 
clear of public) 
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Contact Details 
Access / Site      
Permissions for 
Parks and 
Green Spaces 

Carlisle City Council      

Talkin Tarn       

 

 

01228 817471 

01228 817473 

Environmental 
Health 

Carlisle City Council  

Noise/Water/Public Health 

                                               

 01228 817341 

 

Environmental 
Health 

Carlisle City Council          

Food/Health & Safety 

 01228 817098 

Licences Carlisle City Council                       

Licensing Department 

 01228 817026 

Licences – PRS Performing Rights Society  0800 068 4828 

Licences – PPL Phonographic Performance Ltd  020 7534 1000 

City Centre         
Management  

Carlisle City Council           

City Centre Officer 

 01228 817512 

Car Parking Carlisle City Council  
 

01228 817117 

Police Carlisle Police  0845 330 0247  

Fire & Rescue 
Service 

Cumbria F&R Service  01228 815344           
01228 815341 

First Aid St John Ambulance  01228 528684 

First Aid Red Cross  07734 481 778 

NHS North West Ambulance Service  01228 546246 

Coastguard HM Coastguard 
Hall Road West 
Crosby 
Liverpool 
L23 8SY 

 01519 313341 

Highways –  

Cumbria County 
Council 

betterhighways.carlisle@cumbria.gov.uk 

 

 

 0300 303 2992 

mailto:highways.carlisle@cumbria.gov.uk
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Licensing of funfairs in Scotland 
German Section of the Showmen's Guild 

I write on behalf of the German Section of the Showmen's Guild. My section 
represents over 90 percent of the Showmen in Germany. 

Our Section is aware and concerned at the restrictions that Scottish Showmen and 
others who seek to run travelling funfairs in Scotland face. 

We understand that a licence is required for all travelling funfairs in Scotland and that 
the approach taken depends on the exact area in Scotland in which you seek to 
operate. Then the application will not be determined until a few days before the 
event. This situation is untenable and means that our Members cannot consider 
trading in Scotland. We do not need to deal with this situation anywhere else in 
Europe and puts us at a real disadvantage if we want to visit the Scottish market. 

The process of obtaining a licence appears entirely unfriendly with no online 
application procedure and no clear guidance. The licensing framework appears to be 
contrary to the legislation itself with the public being given the opportunity to object to 
an application and the need to display site notices. We have no confidence with a 
system that does not follow due process. 

We are of the view that this system prevents us from trading in Scotland and is 
discriminatory to our Members. 
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Licensing of funfairs in Scotland 
European Showmen’s Union 

I am the President of the European Showmen's Union and our association 
represents over 70.000 members of Showmen in 24 national associations. Our 
members travel all over Europe either operating funfairs or taking part in other 
funfairs. 

We are told by our Members that they will not travel to Scotland to operate or take part 
in a funfair due to the licensing regime in operation in Scotland. The licensing regime 
in Scotland, as we understand, offers no certainty as whether a licence will be 
granted prior to our Members travelling and is inflexible so that in the event of 
waterlogged ground the site cannot be moved. In practical terms our Members 
cannot invest money in travelling to Scotland only to see either their own licence or 
the operator's licence refused. 

We are unaware of any similar licensing regime in Europe. A large part of 
the Showmen's way of life is travelling from country to country putting on 
funfairs. Our Members will work in many European countries but simply cannot 
visit Scotland due to the operation of the Civic Government (Scotland) Act 1982. 

We understand that part of this licensing process is to certify that applicants comply 
with Health and Safety requirements, however, we comply with these requirements 
in every other European country without such a licensing regime being in place. 
In short, we feel that the Scottish licensing regime is an unfair restraint on trade. 
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Letters from English sections of the Showmen’s Guild of 
Great Britain 

London and Home Counties Section 
It is understood that all Sections of the Showmen’s Guild of Great Britain are aware 
of the licensing restrictions imposed on funfairs in Scotland; as, we understand, is 
the E.S.U. It is further understood that these restrictions are often deterring 
members of the other sections from attending fairs in Scotland; not only because of 
the financial implications but the time constraints involved when trying to organise 
an event. 

We understand that members of the London & Home Counties Section are reluctant 
to travel to Scotland because of these licensing restrictions but more so because the 
license application fees, which can be expensive, are non-refundable. This is 
especially the case with the Lessees who have responsibility for the organisation of 
the fair, the license application which has to comply with time constraints, together 
with the liability of the costs. We further understand that if the weather determines 
that a fairground is not able to take place in fields because the ground is too wet; the 
funfair cannot move onto hard ground because the license is only applicable to the 
site originally applied for i.e. the field. 

Lessees are likely to be most affected by these regulations, but all of the members 
are reluctant to travel to Scotland sue to the licensing restrictions and the fact that 
the high application fees are non-refundable. 

Lancashire, Cheshire and North Wales Section 
Let it be noted that due to licensing restriction in Scotland and the fact that license 
application fees are non-refundable, Lancashire Section numbers are very reluctant 
to operate fairs in Scotland. 

Midland Section 
Please note that due to Licensing restrictions in Scotland and the fact that license 
fees are non-refundable, Midland Section members would be reluctant to operate 
fairs therein. 

Western Section 
Western Section members of the Showmen’s Guild are reluctant to open and 
operate fairs in Scotland due to the requirements of a ‘Temporary Public 
Entertainment license’ and the fact that the application fees are non-refundable. 

Yorkshire Section 
EU Complaint 
The Yorkshire Section are of the opinion that because of licensing restrictions in 
Scotland, our members would be reluctant to operate fairs in this area especially as 
licensing application fees are non-refundable. 

ANNEXE D
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Event Application Form 

Name of event 

Event location  

Event date     

Section One - Organiser Details 

• Name of organisation

•

• Contact Name

• Contact address

• Postcode

• Tel No. – Day

• Tel No. – Eve

• Mobile No.

• Fax No.

• e-mail address

• Event public enquiries number

• Event Web Site Address

• Event web site address

Official use only 

 Event reference number  Date  Department reference 
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Section Two - Event Details 
 
• Description of event proposed  

 
 
• Is this a (please tick one box only) 

  
 Charity event     Fund raising 
  
 Non-commercial   Community service event 
 
 Commercial      
  

• For Charity Event - Name of Charity 
 
• Charity Registration Number 
 
• Will all income raised go to the Charity concerned? (please tick)           Yes         No 

 If no, please give details: 

 

   
   
• Date/time to enter site for preparation     
 
• Event start time each day              
   
• Finish time each day             
 
• Date/time the site will be vacated after the event       
 
• Is the event free?       Yes   No 

 
If no, what is the admission price?   Adults… ………… 
 
Concessions Discount for families   Children (Include age range)…………………. 
 
• Will you be selling programmes?          Yes              No 

  
      If yes, what is the proposed price? 
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• Approximate number of people expected to attend            
 

• Possible alternative site            
 

• Possible alternative date           
 

• Do you intend to use the following: 
 
Highway Directional Signs            Banners/Posters       *See separate banner application 

 
(written approval must be obtained from the relevant Departments and copies 
supplied prior to final permission being granted) 

 

• Please provide full details: 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note: London Borough of Bexley reserves the right to remove any unauthorised advertising 

and to recover the cost incurred from the event organisers.  This will be charged at 
£75.00 per item fly posted. 
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• Do you intend to utilise or permit any of the following attractions at the event? If so, please 
tick the appropriate boxes (some of these may not be permitted at all sites). 

 
Fireworks/pyrotechnics Live music ** 
 
Carnival/procession ** Live entertainment ** 

 
Fairground equipment Lost children point 

 
Aircraft Barrier/fencing   

     
Parachutists Marquees *****    
 
Tents Gazebos 
  
Balloon launch Portable generator * 

 
Hot Air Balloons Power supply 

 
Horses/donkeys other animals Toilets 
 
Motorcycles Alcohol *** 
 
Other motor vehicles Food/drink concessions  
 
Coconut shy On site communications 
 
Inflatable (e.g. bouncy castle)**** Market stalls 
 
Portable staging Re-enactment groups 
 
P.A. System Living history or other 
 
Stewarding/security Other 
   
   

Other: (please specify) 
 

 
 
Note: 
(1)  Please supply as much information as possible on all of the items above. 
(2) After this application has been submitted, no additional items may be included without  

the express consent of the appropriate department. 
*    Generators are not permitted on the highway & must be diesel only. 
**   A Premises License for Public Entertainment may be required if your event consists 
of music, dancing, singing or similar. 
** A Performing Rights Society Licence and Phonographic Performance License are 
required if the event includes music. 
*** A license for the sale of alcohol will be required.  The type of license will depend on 
the number of people expected to attend the event. 
**** See additional requirements for inflatable’s on page 7. 
***** See additional requirements for marquees on page 7. 
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• Do you anticipate the need for: 
 
  Road closure         Traffic diversion 
 

 On street parking restriction       Car park closure  
 
If you have ticked any of the above, please provide full details of locations, dates and times. 
 
 
 
 
 
 
 
 
 

 
If a formal traffic order is required, then please allow at least 6 weeks notice, and complete this 
question. 

 
• Please provide details of the number, weight and size of delivery vehicles and/or 

participating vehicles and whether they intend to remain on site overnight? 
 
 
 
 
 
 
 
 
 

• You will be required to ensure that the toilet facilities are adequate. Please submit details of 
your proposals to include method of disposal and if toilets are hired, the name and address 
of the hire company: 

 
 
 
 
 
 
 
 
 

• Please identify the method to be used in order to maintain the area free of litter and refuse: 
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Note: 

• The event organiser should ensure that the site is regularly litter-picked during 
the event and at the end of each day to ensure that the council's obligations 
under the Environmental Protection Act 1990 - Code of Practice on Litter and 
Refuse is discharged. If the event organiser fails to do this then the council 
reserves the right to carry out the works in default and charge the event organiser 
the cost incurred. 

 

• It is the event organiser’s responsibility to arrange removal of all rubbish from the 
site. You will not be permitted to use any on site skip/litter bins etc. for disposal. 

 

• Where permanent catering facilities are available in the vicinity of the site where 
the event will take place, the organisers must advise the caterers at least one 
month before the event takes place of the refreshments they will be providing. 

 
 
Will you be requiring car parking space for event staff?    Yes    No 
  
       And/or general public?                  Yes       No 

 
(A fee may be chargeable in certain circumstances). 

 
If yes, please indicate the approximate number of vehicles attending the event, indicate on 
your site plan your proposed car parking area and how you intend to manage the parking 
of those vehicles. 
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Section Three - Insurance 
 

• Event Organisers are required to hold a current policy of Insurance in respect of Public 
Liability or Third Party risks (including products liability where appropriate). The relevant 
limit of indemnity shall be an amount approved by the council’s Risk and Insurance Section 
and Legal Section. Under no circumstances shall this be less than £5 million and the 
council reserves the right to require a higher limit if deemed necessary. 

 

• Organisers will be required to produce evidence of their insurance cover, and will be 
requested to produce copies of insurance for any of the exhibitors, band/dance group, sub-
contractor, caterer etc. whom they have instructed/authorised to appear at the event. 

 
Note: All documentation must be produced at least 28 days before the Event. Failure to 

comply may result in the council refusing to grant final permission for the 
holding of the event. 

 
 

Section Four - Emergency Services 
 

• If you are requested to notify the Police and other appropriate Emergency Services, your 
letter of confirmation will inform you. 

 
  
Please supply details of the first aid cover to be provided: 
 
First aider in attendance 
 
 
 
 
 
 
 

Section Five - Additional Requirements 
 

• A detailed site plan showing the positions of emergency exits, emergency vehicle 
egress, stalls, marquees, arena, exhibition units, car parking etc. and list of programme 
items is required. In respect of races etc. a detailed route plan that must also show 
location of route marshal’s, must be provided. 

 

• Inflatable’s can potentially be dangerous and pose a health and safety risk if they are 
not secured adequately or sufficiently staffed.  Event organisers are to provide details of 
the inflatable companies risk assessment, public liability insurance and test certificates 
ADIPS/PiPAS.   

 

• The use of temporary structures in any of Bexley’s parks and open spaces should now 
comply with MUTA regulations. This means a MUTA registered company should be 
used to erect any temporary structure or if the hirer owns their own temporary structures 
then their staff should have attended a course to ensure they are MUTA accredited. 

 
Note: All documentation must be produced at least 28 days before the Event. Failure to 

comply may result in the council refusing to grant final permission for the 
holding of the event. 
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• Specific arrangements (where practically possible) must be made to ensure disabled
visitors are provided with adequate facilities such as parking, toilets and viewing areas
(if relevant).

If permission is granted for the event, I hereby agree to comply with the conditions set out in 
this form and any departmental terms and conditions and all reasonable instructions given by 
all authorised Officers of the Council. 

Signed 

Position 

Date 

 
 

 

I have enclosed, where necessary, the following: 

Documentation  Yes  No  Documentation  Yes  No 

Signed Terms and Conditions  Insurance for event organiser 

Site Plan/Route Plan  Participants at the event 

 Risk Assessment  Stewards Briefing Pack 

Fire Risk Assessment  PRS & PPL Licence 
(Performing Rights Society &  

 Phonographic Performance License)

If you have answered no to any of the questions, please give details why: 

Please send this completed form, together with any supporting documentation to the 
following: 

Parks & Open Sp aces 
London Borough of Bexley  
Civic Offices  

2 Watling Street  
 Bexleyheath 

 Kent 

 DA6 7AT 

Tel: 020 8303 7777 



Event Guidance Note 
Introduction 
This guidance pack has been designed to provide information to organisations/individuals wishing to 
arrange an event at a London Borough of Bexley owned venue.  The forms contained within the 
pack can be used for all events, however some elements of the forms and information may not be 
relevant for smaller events. 

The guide gives general advice that should be used when arranging any type of event.  However, it 
must be remembered that events can be extremely diverse, ranging from a simple picnic in the park, 
to a large outdoor carnival and therefore this guidance cannot be considered exhaustive.  It is likely 
that additional guidance will be required for specialist events and large scale activities. 

Should you require further information specific to your event there are many national associations 
and clubs who may be able to offer advice. 

Risk assessment and separate fire risk assessment 
Please remember that organisers of events have a legal responsibility to ensure the Health, Safety 
and Welfare of any employees, volunteers, helpers or contractors involved in arranging the event 
and to the public and participants attending.  This should be ensured by carrying out a detailed risk 
assessment, and separate fire risk assessment.  All hazards associated with the event should be 
identified, the level of risk assessed and appropriate action taken to reduce these risk to an 
acceptable level.  All events must comply with recognised safety standards and you must take all 
reasonable precautions to ensure the event takes place safely. 

A formal record should be kept of the risk assessments and fire risk assessments.  Guidance notes 
and example forms are provided with this pack.  Completed forms should be sent to the Council and 
a copy retained for future reference. 

Where the event consists of more that one attraction e.g. a summer fete a written risk assessment 
may be required for each activity.  In these circumstances, the enclosed blank risk assessment form 
can be photocopied. 

Any contractors involved in the event should also carry out risk assessment.  Where, relevant you 
should obtain and keep copies of these. 

More information regarding risk assessments can be obtained from the Health and Safety Executive 
(HSE) publications at HSE information, Broad Lane, Sheffield, S3 7HQ. 
Tel: 01787 881 165. 

Stage 1 – Pre-planning 
Detailed preplanning is essential to ensure the event is successful.  The following need to be 
considered at this stage: 

• 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 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.

• When.  Consider the time of year, including the consequences of extreme weather
conditions at an outside event.  The day of the week and time will also need consideration
regarding the nature of the event, noise and ease of travel etc.  You will probably need to
arrange lighting for an event, noise and ease of travel etc.  You will probably need to arrange
lighting for an evening function.  The event should not clash with any other major events in
the area.
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• Who.  Identify the aims of the event.  Are particular groups or types of people to be targeted, 
such as young children, teenagers, the elderly or disabled?  If so, specific facilities may be 
required to accommodate them or additional stewards to ensure adequate safety standards 
are maintained. 

 
• What.  Decide on the type of activities to be held.  Will there by any specific hazards such as 

animals or water sports?  If possible also try to establish the size of the proposed event and 
whether or not an entrance fee will be charged. 

 

• Specialist equipment.  Will the activities require the use of any specialist equipment such 
as bungee jumps etc?  If so, does this 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 Code of Practice for Outdoor Events published by the National Outdoor 
Events Association Tel: 020 8699 8121, which gives advise on structures, marquees, tents 
and electrical matters.  The HSE Guide to Safety at Events is also a very useful reference 
document. 

 

• Welfare arrangements.  The organise must estimate the number of attendees to the event 
and consider its duration.  Toilet and first aid requirements should be based on these 
estimations.  Advice is given in the Code of Practice for Outdoor Events referred to above.  
All toilets should be checked for adequacy and maintained during the event.  The provision 
of drinking water will be necessary.  Depending upon the scale of the event, refreshments 
and other facilities may be required.  Provision also needs to be made for lost children, 
missing persons and lost property. 

 
• Special permission.  A public entertainment license may be needed if the event consists of 

music, dancing, singing or similar, or if it includes a display or exhibition of boxing, wrestling, 
judo, karate or similar sport.  Please contact the Parks & Open Spaces department to 
discuss your event.  Please note this can take up to 3 months to obtain under the 2003 
Licensing Act. 

 

• Performing Rights Society License (PRS).  Any public event that includes music is 
required, by law to pay the PRS a sum of money, which is passed on the Music Publisher to 
cover copyright.  The fee is determined by the size of the event and the amount of music 
played. 

 

• Phonographic Performance License (PPL). Any public event that plays recorded music 
requires a PPL.  In most circumstances when background music is played both PRS and 
PPL are required. 

 

• Insurances.  All events will require public liability insurance cover with a £5 million Limit of 
Indemnity.  All contractors and performers will also need their own public liability cover.  
Depending upon the nature of your organisation and the proposed event other insurances 
may also be required, and special permission could take time.  Do not forget the summer can 
be a busy time with hundreds of events taking place within your area. 

 
• Timescale.  Set out the proposed timescale and give yourself as much time as possible to 

organise the event.  You may need as much as 9 to 12 months planning.  Some specialist 
advice may be required, and special permission could take time.  Do not forget the summer 
can be a busy time with hundreds of events taking place within your area. 

 

• Event plan.  This should include all your health and safety arrangements.  Once you have 
resolved all the issues referring to above, keep records of the proposals as a formal plan for 
the event.  This will help you when carrying out your risk assessments. 



 

Stage 2 – Organising the event 
Once you have decided on the fundamental objectives behind the activities, you can then start to 
organise the event in detail.  Remember to write things down as you go and to keep the event plan 
up to date. 
 

• Establish a committee.  Identify specific responsibilities for all committee members.  One 
person should be indentified as the event manager and be responsible for liason with other 
organisations such as the council, the local police force and other emergency services.  One 
person, with suitable experience, should be given overall responsibility for health and safety 
and another person co-ordination and supervision of stewards. 

 
• Liaison.  Contact the local police, fire brigade, ambulance and first aid providers.  Tell them 

about the event.  Decide what additional information is required regarding specific activities 
and make contact with the council. 

 
• Site Plan.  Draw out a site plan identifying the position of all the intended attractions and 

facilities.  Plan out and designate the entrance and exit points, circulation routes, vehicle 
access and emergency evacuation paths.  A copy may be required by the Council. 

 
• Emergency Plan.  A formal plan should be established to deal with any emergency 

situations, which may arise during the event.  The complexity of this will depend upon the 
size and nature of the event itself.  A simple easy to follow plan will be acceptable for a small 
event.  You may have to liaise with the emergency services, local hospitals and the council’s 
emergency planning team to consider all potential major incidents and how you would deal 
with them.  Organisers of larger events may wish to contact the council for further 
information.  However it is common practise for the Council to arrange a pre-event meeting 
between relevant parties involved in such a situation. 

 

• Temporary Structures.  Many events will require temporary structures such as staging, 
tents, marquees, stalls etc.  Decide where the equipment is to be obtained, who will erect it 
and what safety checks will be required.  The location of any such structures should be 
identified on the site plan.  Consider whether barriers will be required to protect the public 
against specific hazards such as moving machinery, generators, vehicles and any other 
dangerous displays etc.  In some cases, barriers will need to have specified safety loadings 
dependant upon the number of people likely to attend.  Temporary structures should only be 
obtained from experienced suppliers. The use of temporary structures in any of Bexley’s 
parks and open spaces should now comply with MUTA regulations. This means a MUTA 
registered company should be used to erect any temporary structure.  Or if the hirer owns 
their own temporary structures then their staff should have attended a course to ensure they 
are MUTA accredited. 

 
• Catering.  Ensure any caterers have been licensed by their local authority and that they will 

be sensibly positioned such as away from children’s activity areas and near to waters 
supplies etc.  Adequate space should be left between catering facilities to prevent any risk of 
fire spread.  Ask to see caterers food hygiene certification.  You may wish to use only 
caterers who are members of the Mobile Outside Caterers Association.  You should obtain a 
list of their menu and charges to ensure their prices are reasonable. 

 

• Stewards.  Stewards at larger events must be fully briefed on all aspects of the event 
including crowd control and emergency arrangements.  Written instructions, site plans and 
checklists should be provided to them in the form of a Steward Briefing Pack.  It is important 
that stewards can be easily identified by the public and that they can effectively communicate 
with each other, their supervisor, the person responsible for health and safety, and the event 
manager. 

 
 All stewards should be properly trained and competent as they will need to be constantly 
 on the lookout for hazards, which could develop during the event.  They may also be  
 required to guide vehicles, clear emergency exits, and sort out any behavioural problems.  



 

 Specific training should be provided for first aid assistant and fire fighting.  Stewards may 
 require personal protective clothing such as hats, boots, gloves or coats.  For evening 
 events, they may need to be issued with torches.  At all day events, duty rotas will be 
 required. 
 

• Crowd Control.  The type of event and the number attending will determine the measures 
needed.  Consideration will need to be given to the number and positioning of barriers, and 
the provision of a public address system. 

 

• Numbers attending.  The maximum number of people the event can safely hold must be 
established.  This may be reduced dependant upon the activities being planned.  The 
numbers of people attending the event may have to be counted to prevent overcrowding.  
Remember that one particular attraction may draw large numbers of visitors. 

 

• Provision for the disabled.  Specific arrangements should be made to ensure disabled 
visitors have adequate facilities, parking and specific viewing areas and can safely enjoy the 
event. 

 

• Security.  Depending upon the nature of the event, specific security arrangements may be 
necessary, including arrangements for securing property overnight.  Cash collection should 
be planned to ensure this is kept to a minimum at collection points and that regular 
collections are made to a secure area.  Following your risk assessment, stewards or helpers 
collecting cash may require money belts or other carrying facilities.  Counting and banking 
arrangements should be given careful consideration. 

 

• On-site traffic.  Contractors and/or performers vehicles and other traffic should be carefully 
managed to ensure segregation from pedestrians.  It may be necessary to only permit 
vehicular access at specific times and not during the event itself.  Separate entrances 
should be provided for vehicles and pedestrians with specific arrangements for emergency 
vehicle access.  Car parking facilities will be required at most events and these will have to 
be stewarded.  Consider where such facilities should be situated. 

 

• Off-site traffic.  Unplanned and uncontrolled access and egress to a site can result in a 
serious accident.  Traffic control both inside and outside the site should be discussed with 
the Council.  Adequate signs and direction should be provided in prominent positions on the 
approaches to the entrances.  If signs on the highway, traffic diversions and/or the 
placement of cones are required than an application must be made for a traffic regulation 
order and/or approval from the highway authority (London Borough of Bexley). 

 

• Transportation.  The local rail and bus companies should be advised of larger events to 
establish if existing services will be adequate.  You will also need to liaise with them if road 
closures or diversions are intended (subject to prior arrangement form the Council). 

 

• Contractors.  All contractors should be vetted to ensure they are competent to undertake 
the tasks required of them.  Wherever possible personal references should be obtained and 
followed up.  Ask contractors for a copy of their safety policy and risk assessments, and 
satisfy yourself that they will perform the task safely.  Always ask to see their public liability 
insurance certificate, which should provide a limit of indemnity of at least £5 million.  Provide 
contractors with a copy of the event plan and arrange liaison meetings to ensure they will 
work within your specified parameters. 

 
• Performers.  All performers should have their own insurances an risk assessments and the 

same considerations will apply as for contractors.  Where amateur performers are being 
used, discuss your detailed requirements with them and ensure they will comply with your 
health and safety rules and event plan. 

 
 

 



 

• Facilities and utilities.  Where electricity, gas or water is to be used, detailed arrangements 
must be made to ensure the facilities are safe.  All portable electrical appliances including 
extension leads etc.  should be tested for electrical safety and a record kept.  Any hire 
equipment should come with a certificate of electrical safety.  Where events are taking place 
outside, residual current circuit breakers should be used and if possible the power supply 
stepped down to 110 volts.  All cables will have to be safely channelled to eliminate any 
electrical and tripping hazards.  Potential hazards due to extreme weather should not be 
overlooked at outside events.  Portable gas supplies for cooking should be kept to a 
minimum in designated areas away from the general public.  The same should apply to any 
fuel supplies items such as portable generators etc.  Generators should be suitable fenced 
to prevent public access from public areas.  All these arrangements should be clearly shown 
on the site plan. 

 
• Contingency plans.  Consider the implications on the event of extreme weather conditions.  

Will the event be cancelled?  Could specialist matting be hired in at short notice?  Or could 
the event be moved to an alternative inside venue.  This will involve a lot of planning and 
may be too complex for anything other than the smallest of events.  There could also be 
other scenarios, which should be planned for, such as dealing with a disappointed crowd if 
the main attraction has not turned up. 

 
• Clearing up.  Arrangements will be required for waste disposal and rubbish clearance both 

during and after the event.  Individuals should be designated specific responsibilities for 
emptying rubbish bins and clearing the site.  At some events there could be discarded 
hypodermic needles, which need to be disposed of safely.  This will require specialist 
training and equipment. 

 

• Risk assessments and separate fire risk assessments.  Taking all the above into 
consideration, you should establish which specific hazards require individual risk 
assessment.  Initial assessment should be undertaken and any remedial action specified in 
the updated event plan.  A timescale should be specified where necessary. 

 
Stage 3 – Final Preparations 
Just prior to the event a detailed safety check will have to be carried out.  This should include the 
following: 
 

• Routes.  Ensure clear access and exit routes and adequate circulation within the site.  Pay 
particular attention to emergency routes. 

 

• Inspections.  A checklist is provided as an example.  A walk through inspection of the site 
should be carried out immediately prior to, during and after the event to identify any potential 
hazards and to check communication are working.  You may want to carry out more that one 
inspection during the event.  All defects should be noted and remedial action taken.  These 
checklists should be retained for future reference. 

 

• Siting.  Make sure that all facilities and attractions are correctly sited as per your site plan.  
Be certain that the first aid facilities, fire extinguishers and any cash collection boxes are in 
place.  Check waste bins are in their correct location. 

 

• Signage.  Ensure adequate signage is displayed where necessary.  This should include 
emergency exits, first aid points, information and lost children points, plus other welfare 
facilities such as toilets and drinking water. 

 

• Vehicles.  Check that all contractors, performers and exhibitors vehicles have been 
removed from the site or parked in the designated area before the public are permitted to 
enter. 

 
 

 



 

• Structures.  Ensure all staging, seating, marquees and lighting structures have been 
erected safely and that certification has been obtained from the relevant contractors as a 
record of this. 

 

• Barriers.  Check that all barriers and other protection against hazards are securely in place 
and there is no risk of falling form staging or other facilities. 

 

• Stewards.  Make sure that all staff have arrived and are in their correct location.  Ensure all 
stewards are wearing the correct clothing for easy identification. 

 

• Lighting.  Check all lighting is working, including any emergency lighting. 
 

• Public information.  Make sure the public address system is working and can be heard in 
all areas. 

 

• Briefing.  Check that all stewards and staff have been fully briefed and understand their 
responsibilities. 

 

• Grounds Inspection.  A pre-site inspection must be arranged with the relevant site 
representative from the council, prior to event setting up. 

 
Stage 4 – After the event 

• Site Condition.  After the event, another inspection should be carried out to make sure 
nothing has been left on the site that 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.  If an accident occurs, the names and addresses of witnesses should be 
obtained, photographs taken and a report made by organisers.  An accident form should be 
completed and a copy sent to the Council.  A sample accident reporting form is included in 
the pack.  You will also need to advise your own insurance company.  If any accident or 
dangerous occurrence is reported, action must be taken to prevent any further incidents 
taking place. 

 

• 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 
also require a completed accident form. 

 

• Grounds Inspection.  A post-site inspection must be arranged with the relevant site 
representative from the Council. 

 
 
 
 
 
 
 
Event Guidance Note  
Checklist for Stages 1 - 3 
 
Introduction 
To ensure that you have fully considered and acted upon all the issues raised in stages 1 – 3 of this 
form (Pre-planning; Organising the event; Final preparation) tick them off below. An action column 
has been provided to allow you to monitor progress. Space has been given at the foot of each stage 
to allow for brief notes. 
 



 

Stage 1 Pre-planning    
               Done    To do        By when  By whom 
 

• Where 
 

• When 
 

• Who 
 

• What 
 

• Specialist equipment 
 

• Code of Practice 
 

• Welfare arrangements 
 

• Special permission 
 

• Insurance 
 

• Timescale 
 
 
Stage 2 – Organising the event 

Done    To do       By when     By whom 
 

• Establish a committee 
 

• Liaison 
 

• Site plans  
 

• Temporary structures  
 

• Catering 
 

• Stewards 
 

• Crowd control 
 

• Numbers attending 
 

• Provision for the disabled 
 

• Security 
 

• On-site traffic 
 

• Off-site traffic 
 

• Transportation 
 

• Contractors 
 

• Performers 
 



 

• Facilities and Utilities 
 

• Contingency plans 
 

• Clearing up 
  

• Risk assessments 
and separate fire risk assessments 
 
�   Premises License   
 
�   PRS/PPL       
 
Notes 
 
 
 
 
 
Stage 3 – Final preparations 

Done   To do          By when        By whom 
 
 

• Routes 
 

• Inspection 
 

• Siting 
 

• Signage 
 

• Vehicles 
 

• Structures 
 

• Lighting 
 

• Public address 
 

• Briefing 
 

• Accidents 
 

• Pre-site meeting  
arranged 

 
Notes 
 
 
 
 
 
 
 
 
 
 



 

Terms and Conditions for hire of Parks, & Open Spaces 

1 Definitions 

1.1 “Conditions” means these booking conditions, which shall form part of the contract 

between the Council and the Hirer. 

1.2 “Council” means London Borough of Bexley and includes its successors in title. 
 
1.3 “Due Date” means 28 days prior to the date of the Event. 
 
1.4 “Event” means the purpose for which the Venue has been booked. 

 

1.5 “Hirer” means the company or the representative of the organisation booking the 
Event who pays any fees due under clause 2 below.  This booking is personal to the 
Hirer and he/she may not transfer or sublet this consent to any other person. 

1.6 “Director of Environment & Wellbeing” means the Director of Environment & 
Wellbeing for the time being of the Council or his duly authorised officer. 

 
1.7 “Venue” means the location booked for the event including the immediate 

surrounding area open to the public. 
 
2 Payment 

2.1 Payment of all fees and charges must be made in full prior to the Due Date.  If 
payment is not received the Council shall have the right to cancel the booking 
immediately.  

 
2.2 The Hirer will be liable for the full cost of the provision of any services (where 

available) by the Council, e.g. electricity, water, marking of pitches etc over and 
above the hire charge for the event. 

 
3  Deposit 

A refundable deposit may be requested which would have to be paid to the Council 28 days 
prior to the Event which may be forfeited in the event of any damage or loss to the Venue or 
held as part payment of any necessary making good.  The Hirer will be liable for the full costs 
of any damage, so should this exceed the deposit the Council will issue an account.  

 
4 Refusal of Booking and Cancellation 

4.1 The Council reserves the right to refuse any application for the hiring of a Venue 
without being required to give any reason for such refusal.  

 
4.2 The Council reserves the right to withdraw permission to use the Venue.  The Council 

will repay any deposits paid to them for the hiring but shall be under no liability for 
expense incurred or loss sustained by the Hirer as a result of the cancellation. 

 
4.3 Cancellation by the Hirer of a booking must be in writing and the effective date will be 

the receipt of such information by the Council’s Director of Environment & Wellbeing. 
 
4.4 On cancellation of the booking the Hirer shall be liable to the Council for the whole of 

the hire charge together with any additional expenses incurred by the Council subject 
to the discretionary power of the Director of Environment & Wellbeing to vary this 
provision in appropriate cases.  

 
4.5 Hirers who do not take up their commitment for any reason or fail to notify the 

Director of Environment & Wellbeing in writing of cancellation shall forfeit any hire 
charge paid and shall be liable to the Council for the whole of the hire charge together 
with any additional expenses incurred by the Council.  



 

4.6 Substitution and amendments of the nature of the booking must be notified in writing 
to the Director of Environment & Wellbeing who reserves the right either to cancel the 
booking or amend the hire fee as he considers appropriate.  In the event of such 
cancellation, the Hirer shall be liable as stated in Clauses 4.4 and 4.5 above. 

 
4.7 The Council accepts no responsibility for the non-arrival by the Due Date of 

application forms remittances or cancellations.  
 
5 Emergencies 

The Council shall have the right to cancel any booking forthwith in the event that the Venue 
is affected by an emergency of any kind.  The Council will consider refunding part or all of 
any fees and charges paid and the amount shall be at the Council’s sole discretion. 

 
6 Use of the Venue 

6.1 The Hirer shall keep the Venue clean and tidy and shall ensure that the Venue is 
regularly litter picked during the event.  The Hirer shall further ensure that the 
Council’s obligations under the Environmental Protection Act 1990 – Code of Practice 
on Litter and Refuse are discharged. 

 
6.2 All litter and refuse generated by the Event must be removed from the Venue by the 

Hirer. 
 

6.3 The Hirer must at all times take good care of the Venue and will be responsible for 
any damage to the Venue or any part of it or any equipment or other property of the 
Council whether forming part of the hire or not. 

 
6.4 The property of the Hirer and the Hirer’s agents must be removed at the end of the 

period of hire or by a time and date to be agreed with the Director of Environment & 
Wellbeing.  The Council accepts no responsibility for any property left on the Venue 
before, during or after the hire period.  

 
6.5 If the Hirer fails to perform any of its obligations set out in Clauses 6.1: 6.2 and 6.3 

above the Council reserves the right to perform any such obligations and any costs 
incurred by the Council in the performance of such obligations shall be borne by the 
Hirer. 

 
6.6 The Hirer is responsible for the administration, organisation and running of the Event 

and for having sufficient stewards and officials to fulfil these Conditions.  
 

6.7 The Hirer is responsible for the supervision and control of Event participants, officials, 
visitors and spectators. 

 
6.8 The Hirer shall not be permitted to remove or obscure Council notices or placards 

displayed on the Venue without the prior written consent of the Council. 
6.9 Where it has been necessary to make a road closure order the Hirer shall ensure that 

the road closure equipment is not moved and shall maintain the integrity of the 
closure. 

 
6.10 The Hirer shall not interfere with or attach anything to any item of street furniture or 

parks furniture. 
 
6.11 The Hirer shall not excavate or drill pinning holes into the Venue except with the prior 

written consent of the Council. 
 
6.12 The Hirer shall ensure that any unwanted liquids are removed from the Venue and 

not disposed of into the sewage system or on the Venue. 
 
 



 

6.13 The Hirer shall ensure that no vehicles are parked or driven across any public 
footpath located within the Venue. 

 
6.14 The Hirer shall ensure that pedestrians are allowed unrestricted access along any 

public footpath located within the Venue.  
 
6.15 The Hirer shall not interfere with or make any alteration to the layout or arrangement 

of the Venue without the prior written consent of the Council. 
 
6.16 Where the Council has agreed that the Venue shall be used for a fun fair then the 

Hirer shall supply full details of all side shows and rides prior to the due date and shall 
comply with and ensure that the operators of the rides comply with the guidance 
given in the publication Fairgrounds and Amusement Parks – Guidance on Safe 
Practice published by the Health and Safety Executive, and all other statutory 
requirements. 

 
6.17 The Hirer shall ensure that no noise nuisance shall be caused to occupiers of 

properties surrounding the Venue or users of the immediate surrounding area of the 
Venue.  

 
6.18 The event must cease and all clearing up operations must be completed at     a time 

specified by the Council prior to the event taking place. 
 
6.19 The Council reserve the right to require the Hirer to provide at his own expense 

temporary sanitary accommodation at such a level as deemed reasonable by the 
Director of Environment & Wellbeing. 

 
6.20 The Hirer must ensure that all users of the hired location have unrestricted access to 

the permanent public toilet facilities located within the Venue. 
 
6.21 The sale or consumption of alcoholic drinks is strictly prohibited, unless prior 

agreement and relevant licenses have been obtained from the Council. 
 
6.22 The Hirer will not allow at the Event any exhibition, performance or entertainment in 

which animals are or might be involved.    

6.23 The Hirer will not permit the operation or release of any highflying object without the 
prior written consent of the Council, the Civil Aviation Authority and the Director of 
Gatwick Airport. 

 
6.24 It is the responsibility of the Hirer to liase with the Council’s Director of Environment & 

Wellbeing and the local Police regarding the impact the Event may have on traffic 
arrangements in the vicinity of the Venue.  The Hirer agrees to comply with any 
requirements of the Director of Environment & Wellbeing Services and the local 
Police regarding traffic management. 

 
6.25 The Hirer agrees that where the Venue is to be used in the dark then he will provide 

appropriate lighting to cover all areas to which the public are admitted or have 
access. 

 
6.26 The Hirer shall not bring into the Venue any article of an inflammable or explosive 

character or that produces an offensive smell, or CFC or any oil, electrical, gas or 
other apparatus without the written approval of the Council. 

 
 
 
 



 

6.27 The Hirer shall obtain approval from the Council for the use of generators at the 
Event.  If such approval shall be granted the Hirer must ensure that any generators 
permitted at the event are operated in a safe manner and are segregated from the 
public or are protected by suitable covers or barrier, so as to prevent access by 
members of the public. 

 
6.28 The Hirer shall not bring, place or erect any sign furniture, fitting or structure nor place 

or fix any additional or decorative lighting in or on any parts of the Venue without the 
prior written consent of the Council.   

 
6.29 The use of any public address system at the Event must be first agreed in writing by 

the Council and must be operated so as not to cause a noise nuisance in breach of 
clause 6.17.  The Hirer must obtain any necessary licences. 

 
6.30 The Hirer shall repay to the Council on demand the cost, as certified by the Director 

of Environment & Wellbeing, of reinstating, repairing or replacing or cleansing any 
part of or property in the Venue if damaged, destroyed, stolen or removed prior to, 
during or subsequent to the period of hire if related to or by reason of the hiring.  The 
Council’s valuation of any damage/loss is final.   A Council Contractor will carry out 
reinstatement. 

 
6.31 BBQ’s are not permitted on any open space within Bexley Borough. 

 
7 Right of Entry 

7.1 Authorised Council officers or Members shall be permitted entry to the Venue at all 
times during the period of hire. 

 
7.2 The Council reserves the right to refuse admission to or evict any person from the 

Venue. 
 

7.3 The Council reserves the right to fix a maximum limit for the number of persons 
attending the Event.  

 
8 Assignment 

The booking shall be personal to the Hirer and the right to use the Venue shall not be sublet, 
assigned or otherwise transferred; the Hirer shall not assign the benefit or burden of any part 
of the Agreement, or sublet or subcontract any part of the facility without the prior written 
consent of the Council. 

 
9 Prohibition 

The Hirer shall not stage or engage in any activities that might be deemed to be ancillary to 
the main purpose of the booking, e.g. catering, stalls, raffles and any other fund 
raising/income earning activities without the prior written consent of the Council.  

 
10 Broadcasting and Television 

The Hirer may not carry out or allow or permit to be carried out any photography, filming, 
video recording, taping, television or radio broadcasts or any other recording of any kind of 
the Event during the period of hire without the prior written consent of the Council.  If such 
consent is given, the Council reserves the right to be a party to any negotiations and the 
terms and conditions of any agreements reached and to share any income and publicity 
derived there from.  

 
11 Advertisements 

11.1 As part of the Councils Terms & Conditions of hire the hirer must not advertise the 
event in any way linking it to the London Borough of Bexley. 

 
 
 



 

11.2 Advertising material may be placed on either side of the entrance to the park 28 days 
prior to the event. It must be removed within 14 days after the event. Any 
contravention to the above the Council will arrange removal and re charge costs to 
the hirer. 

 
11.3 Any contravention of the Town and Country Planning (Control of Advertisements) 

Regulations 1992 or any amendments or variation thereto may be deemed a reason 
for the cancellation of a hiring or series of hiring.  If there shall be any contravention 
of these requirements, howsoever, wheresoever and by whomsoever caused, 
permitted or made then the Hirer shall reimburse or refund to the Council the cost of 
removing any such unauthorised or illicit advertisements or advertising material.  

 
12 Fly Posting 

12.1 No advertising material is to be displayed anywhere on the Venue or elsewhere in the 
town unless it conforms to the permitted displays authorised by the Town and 
Country Planning (Control of Advertisement) Regulations 1992. 

 
13 Permits and Licences 

13.1 The Hirer shall ensure that any licence, permit or other consent, which may be 
required, is obtained, whether from the Council or otherwise, before the Event may 
take place and shall, where requested, produce to the Council on demand copies of 
such licence, permit or consent.  If any such licence, permit or consent has not been 
obtained, the Council reserves the right to cancel the booking forthwith.  

 
13.2 When promoting the Event, the Hirer will be responsible for exhibiting all necessary 

permits during the Event. 
 

13.3 Nothing shall be done by the Hirer that shall or may contravene the terms and 
conditions of any licence (e.g. Public Entertainments Licence), permit and/or licences 
or consent issued in respect of the Venue.   

 
13.4 The Company must obtain performing rights licences: (the playing of music under 

copyright to the Performing Rights Society of Copyright House, 33 Margaret Street, 
London, W1 involves the taking out of a licence from that Society and the use of 
copyright gramophone records requires a licence from the Phonographic 
Performance Ltd of 144 Wigmore Street, London, W1).   

 
14 Health and Safety 

The Hirer agrees to undertake a risk assessment for the event and is to ensure that all 
participants and contractors comply with all relevant health and safety legislation or any other 
guidelines, relevant thereto at all times during the event and while preparing and clearing the 
Venue for the event. 
 

15  Indemnities and Insurance 
15.1 The Council is not responsible and will not accept liability for any loss, damage, injury 

or death howsoever, and by whomsoever caused, whether to property or person(s) 
sustained by any person in the Venue during the period of hire. 

 
15.2 The Hirer is responsible for all safety aspects of the Venue prior to, during or 

subsequent to the Event and must accept liability for any loss, damage, injury or 
death howsoever, and by whomsoever caused, whether to property or person(s) 
sustained by any person(s) in the Venue. 

 
15.3 The Hirer agrees to indemnify the Council against all claims, actions, demands, 

proceedings, cost or awards in respect of any loss, damage, injury or death to 
persons or property engaged by or assisting the Hirer.  

 



 

15.4 The Hirer agrees to take out Public Liability Insurance Cover or Third Party Risks 
[including products liability where appropriate] for a minimum of  £5,000,000 (five 
million pounds) and produce evidence of such insurance. 

 
15.5 The Hirer will be required to produce evidence of the existence of Public Liability 

Insurance at such level as required by the Council in respect of any exhibitor, ground 
entertainer, sub contractor, caterer which the Hirer has instructed or authorised to 
appear at the event. 

 
15.6 Failure to provide proof of insurance cover as required under clauses 15.4 and 15.5 

prior to the Due Date will lead to cancellation of the Event. 
 
15.7 The use of temporary structures in any of Bexley’s parks and open spaces should 

now comply with MUTA regulations. This means a MUTA registered company should 
be used to erect any temporary structure.  Or if the hirer owns their own temporary 
structures then their staff should have attended a course to ensure they are MUTA 
accredited. 

 
16 Catering 

16.1 All caterers at the event must comply fully with the requirements of the Food Safety 
Act 1990 and the Food Safety (General Food Hygiene) Regulations 1995 and any 
amendments thereto and comply with all instructions given by the Environmental 
Health Officer. 

 
16.2 All caterers at the event should be Members of the Mobile and Outside Caterers 

Association (Great Britain) Ltd (MOCA). 
 
17 Traders 

No commercial traders will be permitted to trade at the Event [without the prior written 
consent of the Council]. 

 
18 Collections or Lotteries 

No collections, games of chance, sweep stakes, lotteries or betting of any kind may be 
conducted at the Venue without the prior written consent of the Council. 
 

19 Property not removed 
The Council may remove and store any property that is left by the Hirer in or upon the Venue 
after the period of hire. The Hirer shall repay to the Council on demand the costs of such 
removal and storage. The Council shall not be held responsible for any damage to or theft of 
property by or during its removal or storage.  The Council is entitled to remove and sell in 
such a manner as they think fit any property left at the Venue as a result of the hiring not 
claimed within 28 days. The proceeds of sale of which shall be the Council’s. 
 

20 Variations to Agreement 
The Council reserves the right to vary the conditions of the agreement between the Council 
and the Hirer at any time on 7 days notice. Any variations so made shall be deemed to be 
incorporated in these Conditions. The Hirer may, within 7 days of  
receipt of such notice, terminate this agreement. 

 
I have read and understood these conditions and agree to be bound by them. 
 
Sign         Date  
 
Print Name  
 
Name of organisation or company  
 
Position with organisation or company  



 

 
Event Risk Assessment Guidance Notes & Forms  

A full risk assessment and separate fire risk assessment should be carried out for all events. This 

will be a legal requirement in many circumstances. The following guidance should aid you in 

carrying out your risk assessments. Forms have been included to record your risk assessments. 

 
Identifying the hazards 

All hazards should be identified including those relating to the individual activities and any 

equipment. A hazard is something with the potential to cause harm. Only note hazards which could 

result in significant harm. The following should be taken into account: 

 

• Any slipping, tripping or falling hazards. 

• Any chemicals or other substances hazardous to health e.g. dust or fumes. 

• Moving parts of machinery. 

• Any vehicles on site. 

• Electrical safety e.g. use of any portable electrical appliances. 

• Manual handling activities. 

• High noise levels. 

• Poor lighting, heating or ventilation. 

• Any possible risk from specific demonstrations or activities. 

• Crowd intensity and pinch points. 

 

This list is by no means exhaustive and care should be taken to identify any other hazards 

associated with the activities at the event. 

 
Identifying those at risk 

For each hazard identified, list all those who may be affected. Do not list individuals by name, just 

list groups of people. The following should be taken into account: 

 

• Stewards. 

• Employees. 

• Volunteers. 

• Contractors. 

• Vendors, exhibitors and performers. 

• Members of the public. 

• Disabled persons. 

• Children and elderly persons. 

• Potential trespassers. 

• Expectant mothers. 

• Local residents. 

 
Areas to consider 

The following are examples of areas to consider: 
 

• Type of event. 

• Potential major incidents. 

• Site hazards including car parks. 

• Types of attendees such as children, elderly persons and the disabled. 

• Crowd control, capacity, access and egress and stewarding. 

• Provision for the emergency services. 

• Provision of first aid. 

• Provision of facilities. 

• Security and cash collection. 



 

• Health and safety issues. 

• Exhibitors and demonstrations. 

• Amusements and attractions. 

• Structures. 

• Waste management. 
 
Assessing the risk 

The extent of the risk arising from the hazards identified must be evaluated and existing control 

measures taken into account. The risk is the likelihood of the harm arising from the hazard. You 

should list the existing controls and assess whether or not any further controls are required. The 

following should be taken into account: 

 

• Any information, instruction and training regarding the event and the activities involved. 

• Compliance with legislative standards, codes of good practice and British Standards. 

• Whether or not the existing controls have reduced the risk as far as is reasonably practicable. 

 
Further action necessary to control the risk 

Classify risks into high, medium and low. Examples of risks falling into these categories are as 

follows: 

 

High  An unsecured inflatable being used in adverse weather conditions by young children. 

 Medium  A display of animals in a roped off arena.  

 Low   A mime artist performing amongst the crowd. 

 

For each risk consider whether or not it can be eliminated completely. If it cannot, then decide what 

must be done to reduce it to an acceptable level. Only use personal protective equipment as a last 

resort when there is nothing else you can reasonably do. Consider the following: 

 

• Removal of the hazard. 

• Preventing access to the hazard e.g. by guarding dangerous parts of machinery. 

• Implement procedures to reduce exposure to the hazard. 

• The use of personal protective equipment. 

• Find a substitute for that activity/machine etc. 
 
Record the risk assessment findings 

The risk assessment form below can be used to record all significant hazards, the nature and extent 

of the risks, and the action required to control them. Keep this for future reference or use. You could 

also refer to other documents you may have, such as manuals, codes of practice etc. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Blank Risk Assessment  

 

Event Date People at risk 
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Event Fire Risk Assessment  

Fire starts when heat (sources of ignition) comes into contact with fuel (anything that burns) and 

oxygen (air).  Therefore sources of ignition and fuel need to be kept apart.  

 
Step 1.   Identifying the fire hazards 

All fire hazards should be identified including those relating to the individual activities,  equipment, 

and temporary structures. A hazard is something with the potential to cause harm. The following 

should be taken into account: 

 

• Sources of ignition, such as smokers, naked flames, heaters, cooking equipment, lighting 

equipment, arson, faulty electrical equipment, generators, fireworks. 

• Sources of fuel, such as textiles, soft furnishings, clothing, flammable liquids, cooking oil, 

chemicals, decorations, packaging, plastic, rubber, waste, gasses. 

• Sources of oxygen such as air, chemicals, and cylinders. 

 

This list is by no means exhaustive and care should be taken to identify any other hazards 

associated with the activities at the event. 
 
Step 2.  Identifying those at risk 

For each hazard identified, list all those who may be affected. Do not list individuals by name, just 

list groups of people. The following should be taken into account: 

 

• Stewards. 

• Employees. 

• Volunteers. 

• Contractors. 

• Vendors, exhibitors and performers. 

• Members of the public. 

• Disabled persons. 

• Children and elderly persons. 

• Potential trespassers, and arsonists. 

• Expectant mothers. 

• Local residents. 

 

Step 3.  Evaluate, remove, reduce and protect from risk 

Start off by thinking about findings from step 1 and 2.  What are the risks of a fire starting  

and what are the risks to the people involved in the event?  Then remove and reduce the  

hazards that may cause a fire. 

 

• Have you assessed the risk of fire at your event? 

• Have you assessed the risk to all event attendees? 

• Have you kept sources of fuel and heat/sparks apart? 

• If someone wanted to start a fire deliberately, is there anything they could use? 

• Have you removed fuel from site? 

• Do you know if temporary structures are fire retardant? 

• Will there be temporary heaters? 

• Will there be any performers that use flammable liquids or naked flames? 

• Have you protected any temporary structures from accidental fire or arson? 

• Will you know if there is a fire? 

• Do you have a plan to warn others if there is a fire? 

• Who evacuates the event and temporary structures if there is a fire? 

• Who will call the fire service? 

• Could you put out a small fire quickly to prevent it spreading? 



 

• Have you planned an escape route? 

• How do you ensure people find their way out, even at night and during lighting failures? 

• Does your safety equipment work? 

• Are staff trained to use safety equipment? 

• Is there emergency access for emergency vehicles? 

• Waste and combustible material to be removed from site? 

• How are fireworks to be fired and stored? 

 
Step 4.  Record, Plan and Train 

• Keep a record of fire hazards and what you have done to reduce or remove them. 

• A clear plan of how you are going to prevent fire and keep people safe in the event of a fire. 

• You need to train staff so that they know what to do in the event of a fire. 
 
Step 5.  Review 

• Review the fire risk assessment regularly as over time risks may change. 

• If changes are made then all staff need to be informed and re-trained. 

• Compliance with legislative standards, codes of good practice and British Standards. 

• Whether or not the existing controls have reduced the risk as far as is reasonably practicable. 
 
Fire risk assessment 
 
The blank fire risk assessment form below can be used to access your event. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

FIRE SAFETY RISK ASSESSMENT  
 

Name of Event Location and address of event Date of Event Number of 
days 

 
 

 
 
 
 
 
 

  

Nearest Fire station and 
address 

Communications to be used  Floor Area of 
Event (m2) 

Maximum 
Capacity 

 
 
 

 
 
 
 
 
 

  

Temporary Structures  Floor Area of Temporary Structures 
(TS) (m2) 

Max. capacity of 
TS 

Name of 
Person 

conducting 
FRA 

 
 
 

 
 
 
 
 
 

  

 
Utilities at the event: Electricity (mains) �   Electricity (diesel generator, petrol is not permitted) �
  LPG (Bottle gas) �       Water � 
(Tick boxes that apply) 
 
FIRE HAZARDS 

Sources of Ignition (List below) Examples 
 
 
 

Smokers, naked flames, heaters, cooking 
equipment, lighting equipment, arson, faulty 
electrical equipment, generators, fireworks, 
pyrotechnics. 

Source of Fuel (list below) Examples 

 
 
 
 
 
 
 
 

Textiles, soft furnishings, clothing, flammable 
liquids, cooking oil, chemicals, seasonal or 
religious decoration, packaging materials, 
advertising materials, plastic, rubber, waste, 
gases, dry vegetation. 

Source of Oxygen (list below) Examples 
 
 
 
 
 
 
 

Air, chemicals, cylinders 



 

PERSONS AT RISK  
List who could be at risk Examples 
 
 
 
 
 
 

Event organisers, stewards, bar staff, catering 
staff, entertainers, stallholders, disabled, event 
visitors, security staff, park users, Council staff. 

Use of temporary structure  Examples 
 Stalls, musical performance, bar, catering, 

displays. 
 
 
 
 

Occupancy Level of Event  Occupancy Level of temporary structure 
Organisers Stewards Other Public Organisers Stewards Other Public 
        
Note:  The occupation levels for temporary structures should be calculated using guidance found on 
page 8. 
 
Disabled access to event  Yes �  No �                                                      Disabled access to 
temporary structure  Yes �  No � 
 
Additional Information:  e.g. Age range, behavioural profile, mobility, standing, dancing area etc. 
 
 
EVALUATE THE RISK 
General Yes No Notes 
Will the temporary structure be covered 
in fabric (e.g. marquees with curtains 
etc)? 

  If yes they should be either flame 
retardant or rendered in a flame 
retardant coating and maintained in that 
condition. 

Will temporary heaters be used?   If yes no heaters with naked flames 
should be used.  All heaters must be 
supervised at all times and turned off 
when not in use. 

Will the event involve performers?   Performers are not permitted to use 
flammable liquids/materials, or naked 
flames. 

Will sources of fuel and heat/sparks be 
kept apart? 

  All generators to be fuelled by diesel only 
and kept fencing off form public access.  
Please not refuelling of generators is not 
permitted during an event. 

Provision of escape routes Yes No Notes 
Does the temporary structure have only 
one exit? 

  This exit must be 1.1m wide and the 
access route to the exit must be the 
same width. 

If YES  to the question above, is the 
travel distance less than 6.5m to an 
exit? 

  If NO additional exits are required.  
Where there are two or more exits the 
maximum travel distance to any exit 
should not be more than 24m.  Please 
note the maximum travel distance in an 
air supported structure is 9m (e.g. indoor 
inflatable) 

    



 

Will the temporary structure hold more 
than 50 people persons? 

If YES it requires more than one exit.  If it 
holds between 240-320 persons, the exit 
width should be 1.65m.  If the numbers 
of persons is above this figure the exits 
need to be 2.2m wide. 

Is there direct access to the exits?   If NO the layout will require changing as 
exit routes must be kept clear of 
obstructions such as displays and 
seating. 

Is there seating/tables?   If YES see occupational level guidance 
on page 

Are ramps to be used?   If YES they should have a non-slip 
surface and handholds where the 
gradient exceeds  

Does the structure have exit doors?   If YES they should open outwards and 
be immediately and easily opened from 
the outside – not locked. 

Does the structure have exit wall flaps?   If YES they should be boldly indicated at 
the edge and be immediately and easily 
opened from the inside.  Wall exit flaps 
are not recommended where there are 
over 60 persons. 

Does the structure have guy ropes, tent 
pegs or stakes? 

  If YES they should not obstruct escape 
routes from the exits.  They should be 
shielded or marked so that they can be 
seen at all times and form a passage 
way to a place of safety. 

Lighting and signage Yes No Notes 
Will lighting be installed in the temporary 
structure? 

  If YES, light fittings should not be placed 
within 450mm of any part of the 
temporary structure where heat from the 
light fittings can cause a fire. 

Will the temporary structure be used 
during the hours of darkness? 

  If YES emergency lights should be fitted 
and remain illuminated should the 
electricity supply fail. 

Will exit and exit directional routes 
signage be displayed? 

  If NO, exit/exit route signs should be 
displayed. 

Are Fire Action Notices displayed?   If NO, Fire Action Notices stating 
evacuation procedure and assembly 
point should be displayed. 

Fire detection and fire warning Yes No Notes 
Will fire detection and fire warning 
devices be fitted? 

  Usually only required in a large 
temporary structure where there are a 
large amount of people, or other known 
fire risks. 

Fire fighting equipment Yes No Notes 
Are fire extinguishers to be provided?   Fire extinguishers are required for 

insurance purposes.  Ideally they should 
be positioned so that the maximum travel 
distance to a fire extinguisher is 30m. 

Will there be catering?   If yes there should be a fire blanket 
available. 

Fire Action Plan Yes No Notes 
Are there appropriate fire procedures in 
place? 

  If NO, a Fire action plan is required and 
must include arrangements for calling 
the Fire Brigade, details of evacuation 
(including disabled), fire assembly point. 



 

Steward Training Yes No Notes 
Are stewards/marshals given 
instructions and training in fire safety 
arrangements? 

  If NO stewards/marshals should be 
instructed and trained in fire risks, 
measures in place, action in the event of 
a fire, alarm to be raised and the means 
for calling the Fire Brigade. 

 
From the find of the fire risk assessment, the level of risk is deemed to be: 
 
Possibility of fire starting: Low  �  Medium  �  High  �          Consequences for life safety:  Low  
�  Medium  �  High  � 
 
RECORD, PLAN AND TRAIN (All to be completed before event takes place)     These are 
examples only and are not exhaustive.   
Findings Action Date of 

completion 
Signature Examples of 

findings 
Examples of 
actions 

  
 
 
 
 

  Stewards require 
training on fire 
risks, action in the 
event of a fire, 
raising the alarm, 
and calling for 
help. 

Training to be 
carried out, a fire 
drill practised, 
and recorded. 

  
 
 
 
 
 

  The Marquee will 
be hired from a 
company – 
information on fire 
exits, escape 
routes, fire 
extinguishers,  
emergency 
lighting, signage, 
etc unknown. 

Gain relevant 
information from 
the Marquee 
company and ask 
for all details plus 
a copy of their 
risk assessment, 
fire risk 
assessment, and 
public liability 
insurance. 

  
 
 
 

  Fire action notices 
for event is 
required.  Which 
needs to be filled 
in and displayed at 
event. 

Order fire action 
notice.  Fill in 
details of the 
location of event, 
and assembly 
point.   

 
OCCUPANCY LEVELS FOR A TEMPORARY STRUCTURE 
To calculate the maximum occupancy level of any enclosed area you will need to find out/measure 
the floor are (in metres), deduct the area set aside for access/gangways etc and then multiply the 
revised figures by the factors given below. 
 
Description of floor space Floor space per 

person (m2) 
Notes 

Standing area 0.3 
Dance floor, concourse, queuing 
area 

0.7 

Individual seating 0.5 
Bench seating 0.3 (see a) 
Restaurants area, table and chair 
arrangements etc 

1.5 

Bars without seating and similar 
refreshment areas 

0.3 

These floor space factors are for 
guidance only and should not be taken as 
the only acceptable densities.  Where the 
number of seats is known this should be 
used in preference to the floor space 
factors. 

a) If the number and length of 
benches is know, a factor of 
450mm per person is used. 



 

Exhibition 1.5 (see b) b) Alternatively a factor of 0.4m2 
may be used over the gross area 
of gangways and other clear 
circulation space between stalls 
and stands. 

 
Examples as follows: 

1. Standing Spectators Area 
 Area of space = 100m2 (10m x 10m).  Maximum occupancy = 100m2/0.3 = 333 people. 
2. Eating Area 
 Area of space = 100m2 (10m x 10m).  Maximum occupancy = 100m2/1.5 = 67 people. 
3. Individual Seating in Rows 
 Area of space = 100m2 (10m x 10m).  Presentation space at front = 30m2 (3m x 10m), 
Central Gangway and 2 side Gangways = 21m2  (3m x 7m), Seating Areas (2 blocks) = 
49m2, maximum number of seats = 49m2/0.5 = 98 seats. 
 
4. Exhibition Area 
 Area is space = 100m2 (10x10m).  Maximum occupancy = 100m2/1.5 = 67 people. 

 

 

 

 

 

 



 

Accident Report Form 

 
Event name 
 
Event reference number 
 
Event date     
 
This form is only to be completed by the event organiser or their representative and not by the 

person suffering the loss or injury. 

 
Injured person 
 

Surname       Forenames 

 
Address 
 
          Post code 
 
Telephone number                 Date of birth 
 
 
Employee  Volunteer  Exhibitor  Contractor 
 
Member of the public  Other 
 
 
Date and time of accident 
 
Date and time reported 
 
Person reported to 
 
Details in accident book?                  Yes   No  
 

 

Details of injury (specify left or right side), and/or loss or damage 

 
 
 
 
 
 
 
 
 



 

Details of action taken 
 
 
 
 
 
 
Assisted by event representative (please give name) 
 
First-aid administered (please give name) 
 

Please tick relevant boxes 

 
Ambulance called  Yes   No  Taken to hospital Yes  No 
 
Name and address of hospital attended 
 
 
Taken home             Yes              No 
 
Circumstances of accident and location 
 
 
 
 
 
 
 
 
 
 
 
 
Name and address of witnesses 
 
 
 
 
 
 
 
 
 
Person completing this form: 
 
Name 
 
Address 
 
              Post code 
 
Telephone number 
 
Signature 
 
 
 



 

Event Participation List   
 
Event ref. number   Name of event             Event date 
 
_______________   __________________________  _______________ 
 

  

1  

2   

3   

4   

5   

6   

7   

8   

9   

10   

11   

12   

13   

14   

15   

16   

17   

18   

19   

20   
21   
22   
23   
24   
25   
26   
27   
28   
29   
30   
31   
32   
33   
34   
35   
36   
37   
38   
39   
40   

 
 

Name of activity 

 
(i.e. Caterers, exhibitors, 

entertainment, inflatable’s,  

Insurance 
Details 

  Attached 
   Yes/No 

If  ‘No’ 
 

Please give details 



EVENTS APPLICATION FORM 
 

Please complete all sections of this form and return to 
the address below.  
If sections are not applicable please put N/A.  

Please get in touch with Chesterfield Borough Council 
using the contact details above if you have any queries 
or would like more information.  

APPLICANT CONTACT DETAILS 
Name of Club / 
Organisation 
Name of Applicant 

Address 

Postcode 

E-mail Address

Telephone Number 
Mobile Number 

BOOKING DETAILS 
Nature of Booking 
(i.e. sports meeting, training session, 
rally, trade exhibition) 
Which Recreation Ground/ Park 
Required 
Date(s) Required – operational 

Time(s) Required – operational 

Date(s) to set up and pull down 

Time(s) to set up and pull down 

Office use only 

Cust No. 
Order No. 
Amount: 
 N/C
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Give Details of Event 
 

 
 
 
 
 

Number of persons expected to 
be present 

 
 

Is there to be a charge for 
admission? 

YES  /  NO  
(if yes, please state amount per dult/concessionary) 
 

Will you be making an 
application for a Liquor Licence 
for this event? 

YES  /  NO  
(if yes, please name Licensee acting on your behalf 
and anticipated licensing hours) 

Will you require the catering 
rights for the event? 

YES  /  NO 

Any additional information / 
comments 
 

 
 
 

 
APPLICATION CERTIFICATION 

 I confirm that I have read and understood the Terms and Conditions and Scale of 
Charges relating to the use of a recreation ground/park and agree to abide by them. 

 I confirm that I am authorised to complete this form and agree to be responsible for 
any information provided.   

 I understand that this booking will be treated as provisional until I receive 
confirmation in writing from Chesterfield Borough Council. 

 I agree to produce any further details should the council require them before the 
commencement of the event. 

 A fee may be applied to this event. This will be agreed prior to the event taking place 
and will be based on the nature of the event 

 

Signature: Date:  



 
 

 
 

   

 

All personal information will be treated in confidence and in accordance with the Data 
Protection Act 1998. 



TERMS AND CONDITIONS OF HIRE  -  RECREATION GROUND / PARK 

1. INTERPRETATION

In these Terms and Conditions the following words shall have the meanings

hereinafter in this clause respectively assigned to them:

"Manager" shall mean the Landscape & Streetscene Services Manager or

nominated representative, of Chesterfield Borough Council.

"The Hirer" shall mean the person/persons or body of persons making

application for the use of a recreation ground / park, and any associated

facilities.

"Period of Hire" shall mean the period during which the Hirer is entitled to use

any part of the said recreation ground / park and any time during which the

Hirer shall use any part of the said recreation ground / park before or after

such period.  The period of hire will be stated in the confirmation of the

booking provided by the Council.

"Date of Hiring" shall mean the day on which the Hirer is entitled to use any

part of the recreation ground / park and associated facilities.

"The Council" shall mean Chesterfield Borough Council.

2. SCALE OF CHARGES

(a) The charges for the use of any part of a recreation ground / park, and any
other additional onsite facilities shall be as attached, but the Council reserve
the right to vary them without notice.

3. PAYMENT

(a) Payment for such booking shall be made by the Hirer in full immediately on
receipt of the letter of acceptance signed by the Manager, and where
specified in accordance with the payment schedule indicated thereon.

(b) Cheques, Money Order and Postal Orders must be made payable to

Chesterfield Borough Council.
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(c) Grounds Deposit: The Hirer shall be required to pay a Grounds deposit of 

a sum, to be agreed by the manager, in addition to the booking fee. This is for 

any damage to the ground whilst the event is on site. This deposit is 

refundable after a post event site inspection, providing no damage to the site 

is caused and no cleaning needed which has been attributed by the event. 

4. REFUSAL AND GENERAL CANCELLATION 

   (a) The Council reserve the right  

(i) to refuse any application as it may deem fit without stating any 

reason therefore; and 

           (ii)  to withhold part of the facilities if it is unfit for use, and 

 (iii)   subject to clauses 5 and 17 below, to cancel any booking on 

giving 7 days' notice in writing under the hand of the Manager to 

the Hirer; upon any such cancellation the Council will refund to 

the Hirer any monies paid in respect of the booking so cancelled 

but the Council will not be responsible for any expenditure 

whatsoever in relation to the booking which the Hirer may have 

incurred or be liable to pay.   

  (b) In the event of cancellation or variation of any hiring by the Hirer more than 

eight weeks before the date of the hiring the Manager will use his best 

endeavours to effect a hiring with another Hirer.  If, however, the Manager is 

unable to effect such a hiring and also if such cancellation or variation takes 

place less than eight weeks before the date of the hiring the Hirer will be held 

responsible for the full hire charge. 

5.  CANCELLATION DUE TO WEATHER 

 (a) In inclement weather conditions, the Council will inspect all recreation 

grounds / parks in advance for suitability for hosting of the event/function. 

      (b) If in the opinion of the Council the facility is unfit for use due to adverse 

 weather conditions, the hirer will be informed of such decision and NO hire 

 will take place under any circumstances. 

 (c) In respect of 5(b) above, 50% of the ground fee paid, and 100% of the 

rental fee paid for use of any pavilion / changing facilities will be reimbursed. 

(ie 50% of the ground fee is due for payment only). 

 



 
 

 
 

(d) Furthermore, upon such notification, the Council will not be responsible for 

any expenditure whatsoever, in relation to the booking which the hirer may 

have incurred or be liable to pay. 

 (e) Should condition 5(b) be contravened, the hirer will automatically be fined 

to the costs involved in the Council having to re-instate the facility for further 

use. 

6. TRANSFER OF HIRE 

(a) Nothing in these terms and conditions creates either expressly or by                                 

implication any landlord and tenant relationship between the Council and the                                 

hirer. The hirer does not have exclusive possession of the recreation                               

ground/park. The agreement to hire is personal to the hirer and the Hirer shall                                   

not transfer the benefit or burden of the Contract or any part                        

thereof.  

7.  ADMISSION 

 (a) The Manager shall specify the maximum number of persons who will be 

permitted to use the facilities or any part thereof for any purpose, and the 

Council reserve to the Manager their other servants and all persons 

authorised by him, at all times a right of entry to every part of the facility hired, 

and a right to refuse admission to or remove from the said facility any person 

without stating any reason therefore. 

8. USE OF RECREATION GROUND / PARK AND ASSOCIATED EQUIPMENT 

 (a) The hirer may not use the recreation ground / park for any purpose other 

than that specified in his form of application. 

 (b) Any equipment used during the period of hire shall be returned to the place 

it was found at the end of the period of hire. 

  (c) Any part of the facility used during the hire shall be left in a tidy and orderly 

 condition at the end of the period of hire. 

      (d) The details of any special field markings should accompany the 

application. 

 (e) Hirers shall not erect and dismantle any equipment provided for the letting, 

unless specifically authorised by the Council, and then only after such proper 

instruction on the safe handling of such equipment has been given. 



 
 

 
 

   (f) The Hirer is held responsible for the effective supervision of the 

arrangements and activities in any part of the facility hired during the period of 

hire and for the prevention of disorderly behaviour. The Hirer shall comply with 

any reasonable request of the Manager or other person authorised by him to 

make such a request. 

 (g) Young persons must be under the supervision of an adult and the Hirer will 

be responsible to ensure such supervision and the proper use of the ground 

and all the equipment and fittings provided. 

    (h) The hirer shall be responsible for reimbursing the Council's expenditure in 

replacing or repairing any property belonging to the Council which has been 

 lost or damaged during the period of hire. 

(i) The hirer shall ensure, as far as is applicable to the purpose of the hire, that 

any relevant Council byelaws relating to the recreation ground/park are                          

observed. 

 (j) The hirer shall ensure, as far as is applicable to the purpose of the hire, 
that the terms and conditions of any relevant authorisation relating to the sale 
of alcohol, provision of regulated entertainment or the provision of late night 
refreshment, which is in force under the Licensing Act 2003 relating to the                          
recreation ground/park are observed. 

 

(k) The hirer shall vacate the recreation ground/park immediately at the end of 

the period of hire.  

 

 (l) The hirer may be charged for the clearance of litter or waste left on site as 

a result of the event.  

 

 (m) The Hirer shall not be permitted to use live music or amplified sound 

unless it has first obtained the written consent of the Manager.  The Hirer 

must supply information as to the type and amount of equipment to be used, 

the proposed time of use and the proposed siting and speaker orientation of 

the equipment before the Due Date.   Any plant or equipment that generates 

noise should be sited away from residential premises and be acoustically 

attenuated to the best achievable standard.  In the event that the said 

approval is obtained the equipment must be properly maintained and if 

necessary screened so that it does not cause a noise nuisance. No noise 

producing activities should be carried out on the site before 8.00 am or after  

 10.30 pm on any day. 

 



 
 

 
 

(n) The Hirer shall ensure that smoke and burning particles do not cause a 

nuisance to the inhabitants of the neighbourhood. 

(o) No live fish or animal is to be offered as a prize at any amusement or 

game provided at the event. 

 

9. USE OF CHANGING FACILITIES (where applicable) 

 (a) The responsibility remains with the hirer to ensure that at the end of each 

hire, all pavilions / changing room accommodation is made secure, and left in 

a clean and tidy state for future hirers. 

  (b) Keys for access to pavilions are the hirers responsibility to collect from and 

 return to Queens Park Sports Centre. Failure to return the keys within 7 days 

 after use will result in a charge being made. 

       (c) No spiked footwear must be worn in the pavilions. 

(d) The Hirers failure to ensure that either the electricity or water is turned off 

after use in the pavilions / changing facilities, will result in an additional 

account being raised for the estimated number of units of energy used, from 

the hire date until discovery. 

(e)The hirer will ensure that changing accommodation and corridors are left in 

a clean and tidy state for future users. The hirer may be charged for the 

cleaning of facilities if necessary. 

    10. ADVERTISING 

    (a) No function or event shall be advertised or announced until the form of 

application has been accepted by the Manager and letter of acceptance  

 forwarded to the hirer. 

(b) The Hirer shall not display posters anywhere on the Venue or elsewhere 

without the confirmation from the Council’s Planning Enforcement Officer that 

consent is deemed to be granted or an express consent has been given.  Any 

contravention of the Town and Country Planning Act 1990 Section 224 

(Control of Advertisements) may lead to cancellation of a hire. The Hirer shall 

pay the Council’s costs in removing any such unauthorised or illicit 

advertisements or advertising material." 

 

 



 
 

 
 

(c) If programmes are to be sold or distributed, a copy must be submitted for 

prior approval by the Manager. 

11. INDEMNITY 

 The Hirer shall 

(a) repay to the Council on demand the cost of reinstating or replacing any 

part of the facility hired or any property in or upon the facility hired which shall 

be damaged, destroyed or stolen or removed during the period of hire; and 

 

(b) indemnify the Council against all claims demands actions or 

proceedings in respect of the death or injury howsoever or by whosoever 

caused of or to any person (other than a servant of the Council while carrying 

out his duties as such servant) which shall occur while such person is in or 

upon any part of the facility hired or arise from any accident or occurrence 

which shall occur when such person is in or upon any part of the facility hired 

or in respect of any loss or damage suffered or sustained by any person in 

 consequence of such death or injury provided always that the foregoing 

 provisions of this condition shall not apply to damage death or injury 

 occasioned by or in consequence of fire, explosion, bursting or overflowing 

 from or of any heating, ventilating, lighting, electrical or  water equipment or 

 apparatus of the facility unless such fire, explosion, bursting or overflowing is  

 due directly or indirectly to the act of a person other than a servant or agent of 

the Council in the course of his duty as such servant or agent. 

 

12. LOST PROPERTY 

  (a) The Council, their Officers agents and servants shall not in any   

 circumstances be responsible to the Hirer or any other person for damage to 

 or the loss, theft or removal of any property brought or left by any person  

 (including the Hirer) in or upon any part of the  facility hired (including any 

 cloakroom or dressing room), and the Hirer shall indemnify  the Council,  

 their Officers agents and servants from and against all claims, demands,  

 actions and proceedings in respect of any such damage, loss, theft or  

 removal or any loss sustained by any person in consequence of such  

 damage, theft or removal. 

 

 

 



 
 

 
 

13.  PARKING 

(a) Motor vehicles shall not be parked and bicycles shall not be left in any of 

the exit ways of the facility hired (ie Park entrances/exits) and the Council, 

their Officers, agents, servants shall not in any circumstances be responsible 

to the Hirer of any other person for damage to, or the loss, theft or removal of 

any motor vehicle or bicycle (including the Hirer) and the Hirer shall  indemnify 

the Council, their officers agents and servants from, and against, all claims, 

demands, actions and proceedings in respect of any such damage, loss, theft 

or removal or any loss sustained by any person the consequences of such 

damage theft or removal. 

(b) The Hirer shall ensure that all vehicles are parked in the areas so 

designated for vehicle parking, and NOT on a cricket outfield, sports pitch or 

surrounding boundary, grassed and/or paved areas. 

14. INSURANCE 

The Council currently holds an insurance policy to include Hirer’s Liability 

Insurance Cover (Public Liability) to the sum of £2m to cover all users 

(whether contract, course or casual) taking part in sports/leisure activities in 

premises under its control. This increased insurance premium cost has been 

absorbed into hire charges, and as a consequence it is not necessary for 

organisations to hold specific public liability insurance cover for activities 

undertaken on Borough Council land/property, unless, under the terms of the 

Policy, or in the opinion of the Manager the activity is deemed as a high risk 

activity. 

For designated high risk activities the hirer will before the date of the hiring, 

submit to the Council a copy of the Hirer’s/Club’s public liability (third party) 

insurance certificate (cover to the value of £5 million) for validation purposes. 

The hirer will ensure that such insurance cover is maintained for the duration 

of the hire period, and shall ensure that the Council is in receipt of a current 

copy of such certificate at all times during the said hire period. 

Events organised in parks and other outside venues owned by Chesterfield 

Borough Council will not be covered under the Council's Policy unless 

Chesterfield Borough Council have direct control of the event. Organisers 

should therefore make provision for their own insurance, dependent on the 

determined level of risk. 

  

 



 
 

 
 

15.  GAMBLING 

No sweepstake, raffle or other form of lottery shall be promoted, conducted 

or held without the previous written consent of the Manager and any such 

lottery shall  comply with the Gambling Act 2005 and regulations made 

thereunder. 

16. CATERING, FOOD & DRINKS SALES 

All catering, food and drink sales, and licensing arrangements must be made 

through the Council and no Hirer may undertake their own catering or food 

and drink sales in the Venue except with the prior written consent of the 

Council. 

Any catering for which consent is granted must comply with the requirements 

of Food Hygiene Regulations and all instructions given by the Environmental 

Health Officer and the Manager. 

The Council reserves the right to provide the catering facilities or food and 

drink sales for the Event if they so wish. 

The Council reserves the right to be the sole supplier and/or seller of alcohol 

at the Event or to nominate an alternative supplier or to sub-contract the 

supply and/or sale of alcohol 

17. HEALTH & SAFETY 

As an organiser of an event the hirer will have a primary responsibility for the 

health and safety of their employees, volunteers, visitors, members of the 

public and any contractors.  

The hirer will need to undertake a risk assessment for the Event and ensure 

that all participants and contractors comply with all relevant health and safety 

legislation or any other guidelines at all times during the Event and while 

preparing and clearing the Venue for the Event 

Your attention is drawn to the following publication which you are advised to 
obtain.  

‘The Event Safety Guide’ and coded HSG 195 priced £20 or can be               
downloaded free at http://www.hse.gov.uk/event-safety/index.htm  

‘Managing Crowds Safely’ and coded HSG 154 priced at £20 or can be 

downloaded free at  http://www.hse.gov.uk/pubns/priced/hsg154.pdf  

 

http://www.hse.gov.uk/event-safety/index.htm
http://www.hse.gov.uk/pubns/priced/hsg154.pdf


 
 

 
 

18.  BREACH OF TERMS AND CONDITIONS 

 If the hirer shall fail to observe or perform in any respect the terms and 
conditions herein before stated the Council may without notice determine the 
Hirer's rights under the Contract.  Such determination shall not release the 
Hirer from any of his  obligations under the Contract or affect any right or 
remedy which the Council may  have under the Contract or otherwise. 

 



2017 
Redacted letter re application for a Temporary Public Entertainment Licence in 
respect of a *redacted* 

Dear sir, I have just been made aware of a proposal to hold a funfair in car park in 
Main street. 

I believe this would be detrimental to all us who live here in our sheltered housing 
area. 

When this space / car park is used for car boot sale on Saturday/ Sundays it makes 
the road around here very dangerous with parking obstruction our exit from 
*redacted* and has double parking and pedestrian wandering over the road through
the parked cars, its normally a busy road with buses and lorries without this.

If a funfair was to be held here it would be an accident waiting to happen with sheer 
volume of traffic trying to attend or drop kids of or pick them up. There would be a 
great lack of car parking spaces and we would find cars parked all around our 
streets. There is no toilet facilities and when funfair is in place lack of parking 
spaces. My area, directly across from park is a sheltered housing area and we don't 
want cars parked on every corner with car doors banging and people shouting and 
making noise late at night and definitely don't want the loud music and other noise 
associated with the funfairs rides itself. There are much better areas for this funfair 
not a built up area surrounded by housing, on a busy road. 

I object to this funfair licence being considered for this car park and have not seen 
any "notification" of this application in local paper or had any "official notification" of 
plans for this event, thus not able to object in normal time frame?? 
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