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This guidance pack has been designed to help organise and manage your event safely and help 
identify health and safety, risk and insurance implications of holding an event or managing 
Shropshire Council activities which may fall within an external organisation’s management. 
 
The following documents are included in the pack: 
 
1. Introduction This gives general advice regarding the health and 

safety, risk and insurance considerations when 
arranging any type of event. 
 

2. Event Safety Guidance for  
    Organisers 

To ensure all important issues are considered; pre 
planning, organising the event and final preparation. 
 

3. Guidance on the Event Risk  
    Assessment process. 

Guidance on completing the risk assessment form, 
which must be retained by the organiser for future 
reference.  The Risk Management and Insurance 
Team or Health and Safety Team may at any time 
request to see a copy.  
 

4. Event Details Log A template form to record all the information about the 
event to ensure health and safety is appropriately 
managed. 
 

Appendix   

1. Event Guidance Checklist The checklist can be used to ensure all areas have 
been considered. 

2. Risk Assessment Form Use the form in conjunction with the advice in section 
3. 

3. Safety Inspection Checklist When carrying out the site inspections immediately 
prior to, during and after the event. 
 

4. Activities and participants list If there are more than 1or 2 participants or activities it 
would be advisable to fill out the activities and 
participants list to record equipment, licensing and any 
specialist requirements for the activities being 
undertaken.  
 

5. Application form for road closures 3 months notice is required for road closures.  In some 
cases there may be some charges.   

6. Highways Coordination Managers  
    contact list for road closures 

Co-ordination Managers will be able to offer advice 
with reference to road closures. 

Once you have read the information contained in this pack, if you have any queries or questions 
please contact either the Risk Management and Insurance Team or Health and Safety Team.  
Please send a copy of the log and risk assessment into the Health and Safety Team 
contact details page 3, for the documentation to be checked and signed off. 

Events Safety Guidance Pack 

 



  Version 7 - August 2014 2 

1. Introduction 
 
This guidance pack has been designed to provide information to organisations wishing to arrange 
an event at a Shropshire Council owned venue. It can also be used as best practice guide for 
planning activities organised by Shropshire Council which may fall within the scope of an event 
organised by an external organisation.  The forms contained within the pack can be used for all 
events regardless of size; however some parts 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 car boot 
sale, 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 larger scale activities. 
 
Should more specialist information be required there are many national associations and clubs 
that may be able to offer advice on specific types of event. For example, the Health and Safety 
Executive (HSE) has a considerable amount of information on their website.  The Event Safety 
Guide (HSG 195) is no longer updated but all the information is now available at 
http://www.hse.gov.uk/event-safety/index.htm.  Alternatively, contact the Health and Safety Team 
or Risk Management and Insurance Team at the Council for further advice and guidance.  
Contact details can be found at the end of this section. 
 
Risk assessment 
The organisers of events have a legal responsibility under The Health and Safety at Work etc., 
Act 1974 and the Management of Health and Safety at Work Regulations 1999, to ensure the 
health, safety and welfare of any employees, volunteer helpers and/or contractors involved in 
arranging the event and to the public and participants attending. This can be achieved by 
undertaking a risk assessment.  All significant hazards associated with the event should be 
identified including the venue itself and all activities that will be taking place.  The level of risk 
must be assessed, appropriate action taken and control measures put in place, to reduce the 
risks to an acceptable level.  All events must comply with recognised safety standards and all 
reasonable precautions taken to ensure the event takes place safely.  
 
A formal record must be kept of the risk assessments.  A simple guidance note and an example 
form are provided with this pack.  Completed forms should be retained for future reference. 
 
Where the event consists of more than one attraction e.g. a summer fete, a written risk 
assessment may be required for each activity. In these circumstances the enclosed risk 
assessment form can be photocopied or electronic versions obtained from either the Health and 
Safety Team or Risk Management and Insurance Team.  
 
Any contractors involved in the event should also carry out their own risk assessments and 
relevant copies should be obtained. 
 
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 Management and Insurance Team and Legal 
Section. This should not be less than £5 million and the Council reserves the right to require a 
higher limit if deemed necessary.  Should anyone have any queries regarding this level of cover, 
then they should seek clarification from the Risk Management and Insurance Team. 
 
Organisers will be required to produce evidence of their insurance cover together with that of any 
exhibitor, band, dance group, sub-contractor, caterer etc; whom they have instructed/authorised 
to appear at the event. 
 

Contact Details 

If there are any queries or questions about any of the issues discussed in this document, please 
contact:  
 

http://www.hse.gov.uk/event-safety/index.htm
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The Health and Safety Team 
 

Health and Safety Team 

01743 252819 

Team email 

 
health.safety@shropshire.gov.uk 

 
 

 

The Risk Management and Insurance Team 

 

Risk Management and Insurance Team 

01743 252851 

Team email 

 
insurance@shropshire.gov.uk 

 

Team Fax 

 
01743 255901 

 

 

 

mailto:health%20safetyteam@shropshire.gov.uk
mailto:insurance@shropshire.gov.uk
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1. Event Checklist Guidance 

 

Introduction 
There are 3 stages that should be followed when planning an event.  Pre-planning, organising 
the event and final preparation.  This next section explains the areas that should be considered 
and all the issues raised acted upon.   
 
Having read the guidance, there are checklists available for all the stages in Appendix 1.  These 
can be used to keep a record of the progress.  The Event details log in section 3 enables the 
process to be formalised.  This form should contain the names of key personnel and ensures 
specific details have been considered and documented. 
 

Stage 1 - Pre-planning  
Detailed preplanning is essential to ensure the event is successful. The following needs to be 
considered at this stage: 
 
Where Make sure the venue that has been 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.  It 
will probably be necessary to arrange lighting for an evening function. The event 
should not clash with any other major events in the area. 
 

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 be 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 such as: The  
 

 Code of Practice for Outdoor Events published by the National Outdoor 
Events Association gives advice on structures, marquees, tents and 
electrical matters:  

Tel: 01749 674 531 
Email: secretary@NOEA.org.uk 

 The HSE guidance The Event Safety Guide HSG 195 is no longer 
updated but the latest information is available on their website: 
http://www.hse.gov.uk/event-safety/index.htm. 
 

Welfare 
arrangements 

The organiser 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. Permanent toilets should be checked for adequacy and maintained 

mailto:secretary@NOEA.org.uk
http://www.hse.gov.uk/event-safety/index.htm
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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, baby 
changing and lost property.  

Special 
permission 

Authorisation may be needed if the event consists of performance of a play, 
music, dancing, singing or similar, or if it includes a display or exhibition of 
boxing, wrestling, judo, karate or similar sport. The procedure for licensing 
varies between each Council. Therefore the local licensing officer should be 
contacted. A fee may be charged for a licence.  
 
N.B.Under The Licence Act 2003 The Public Entertainment Licence has 
disappeared and replaced by a single authorisation being required for supply of 
alcohol, provide regulated entertainment* or provide late night refreshment. Now 
known as a Premise Licence). * All the activities included in first paragraph. 
 

Insurance All events will require public liability insurance. All contractors and performers 
will also need their own public liability cover with a £5 million Limit of Indemnity. 
Should anyone have any queries regarding this level of cover, then they should 
seek clarification from the Risk Management and Insurance Team. 
 
Depending upon the nature of the organisation and the proposed event other 
insurances may also be required.  Quotations should be obtained from your 
insurance provider. 
 

Timescale Set out the proposed timescale and give as much time as possible to organise 
the event. It 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 the 
local area. 
 

Event plan This should include all the Health and Safety arrangements. Once all the issues 
referred to above have been resolved, 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 the fundamental objectives behind the activities have been decided, the event can be 
organised in detail. It is advisable to write things down as proceedings get under way to keep the 
event plan up-to-date.  The checklist in Appendix 1 can be used to assist with the process.  
 
Establish a 
working group 

It may be necessary for larger events for each member of the group to be 
delegated specific responsibilities but one person must have overall 
responsibility for the whole event. ‘The Responsible Person’. 
 
The Responsible Person (Event Organiser/Manager) will liaise with other 
organisations such as the Council, the local police force and other emergency 
services.   
 
The Responsible Person must delegate someone with suitable experience the 
overall responsibility for Health and Safety if they do not have the expertise 
themselves.  Another person can be delegated to oversee the co-ordination 
and supervision of stewards. 
 

Liaison Contact the local police, Fire and Rescue Service, ambulance and first aid 
providers. Tell them about the event and ask them for advice. Decide what 
additional information is required regarding specific activities and make 
contact with the Council and/or the relevant organisations. Other emergency 
services may need to be contacted such as HM Coastguard for waterborne 
events at sea. 
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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. 
 

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. It maybe necessary to liaise with the emergency 
services, local hospitals and the Council’s emergency planning officer and 
create a planning team to consider all potential major incidents and how they 
will be dealt with, Organisers of larger events may wish to contact the Council 
for further information. 
 

Temporary 
structures 

Many events will require temporary structures such as staging, tents, 
marquees, stalls etc. Decide where this 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, barbecues, 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. 
 

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 water supplies etc. Adequate space should be left between catering 
facilities to prevent any risk of fire spread. Ask to see the caterers’ food 
hygiene certification. It maybe decided that only caterers who are members of 
the Mobile Outside Caterers Association will be used. A list of their menu and 
charges should be obtained 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. 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 basic 
first aid assistance and fire fighting. Stewards may require personal protective 
clothing such as hats, boots, gloves, Hi-vis tabards and/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 numbers 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 
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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 the 
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 must 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 police. Adequate signs and directions should be provided 
in prominent positions on the approaches to the entrances.  
 
If road closures are necessary, signs on the highway, traffic diversions and/or 
the placement of cones are required then an application must be made for a 
traffic regulation order and/or approval from the highway authority.   
 
N.B. 3 MONTHS notice is required. Further details can be found in Appendix 
5 & 6  
 

Transportation The local rail and bus companies should be advised of larger events to 
establish if existing services will be adequate. It may be necessary to liase 
with them if road closures or diversions are intended. 
 

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. Should anyone have any 
queries regarding this level of cover, then they should seek clarification from 
the Risk Management and Insurance Team. 
 
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 and 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. 
Request copies of their risk assessments and insurance details where 
applicable. 
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Facilities and 
utilities 

Where electricity, gas or water are 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 hired equipment should come with a certificate of electrical 
safety. 
Where events are taking place outside, residual current circuit breakers 
should be used and where possible the power supply stepped down to 
110volts. 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 suitably fenced or barriered 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 may 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 

Taking all the above into consideration, it must be established which specific 
hazards require individual risk assessment. Initial assessments should be 
undertaken and any remedial action specified in the updated event plan. A 
timescale should be specified where necessary.  See Section 2 for guidance 
on the process. 
 

 

Stage 3 – Final preparations 

The check list of the final preparations (Appendix 1) should be used to identify who will undertake 

the following tasks:  

 Inspections* 

 Siting  

 Signage  

 Lighting  

 Briefing  

 Accidents  

 Vehicles 

 People  

 Public 
address  

- Of structures and equipment  
- Of stalls and equipment  
- Ensuring it will be visible and appropriate  
- If the event is to be held in the evenings 
- All those involved with the event 
- What procedures will be followed 
- Access/Egress 
- Managing the performers, public, visitors etc-  
- For the opening/closing the event 
 
 

*Site safety 
checklist 

This is in Appendix 3 and should be used to check the site before, during 
and after the event to ensure all aspects of plan are in place and remain in 
place throughout the event. 
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3. Event risk assessment guidance 

Introduction 
A risk assessment must be carried out for all events. This is a legal requirement. The following 
guidance will assist in carrying out the risk assessments. The organiser must ensure the risk 
assessments include the venue itself and all the activities that will be taking place.   
The risk assessment should answer the following questions: 
 

 What potential hazards can be reasonably foreseen? 

 Is the risk controlled for each foreseeable hazard? 

 Is any further activities/control measures necessary? 

 How can others be informed if changes in procedures are necessary? 
 
It is vital that any identified actions to mitigate risks are completed in good time.  Keeping 
accurate records is essential to provide evidence that sufficient measures have been carried out 
to reduce either the likelihood that a risk will occur, or the impact it would have if it did happen so 
far as is reasonably practicable. 
 
Please ensure that anyone who undertakes a Risk Assessment has the competency to do so. 
Risk Assessment Training is available through the Corporate Training Programme delivered by 
the Health and Safety Team email Health.Safety@shropshire.gov.uk or Telephone 01743 
252994, who delivers the Health and Safety Training.  Contact or refer to Shropnet for the list of 
health and safety courses. 
 
The Health and Safety Team delivers a four day course, Managing Safely which is accredited by 
the Institution of Occupational Safety and Health (Chartered Professional Safety Organisation).  
The course is aimed at anyone who manages or supervises Health and Safety. 
 
The Risk Management and Insurance Team offers general risk management awareness training.  
This is a short 1.5 to 2 hours training session. 
 
In the event that something did go wrong, and a claim was made against you, your organisation 
or the Council, such records will form an important part of the defence. 
 
A Risk Assessment form has been provided to record your findings in Appendix 2.  If more 
copies are required the form can be photocopied, or electronic copies are available from the 
Shropshire Council intranet or the Health and Safety Team. 

 

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

  Any slipping, tripping or falling hazards. 

  Hazards relating to fire risks or fire evacuation procedures. 

  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. 

 
N.B. This list is by not exhaustive and care should be taken to identify any other significant 

hazards associated with the activities at the event. 

mailto:Health.Safety@shropshire.gov.uk
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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      Disabled persons 

  Employees      Children and elderly persons 

  Volunteers      Potential trespassers 

  Contractors      Expectant mothers 

  Vendors, exhibitors and performers    Local residents 

  Members of the public 

 
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 

  Fire, security and cash collection 

  Health and safety issues 

  Exhibitors and demonstrations 

  Amusements and attractions 

  Structures 

  Waste management Structures 

 

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 so far as is reasonably 
practicable. 

 

Further action necessary to control the risk 
 
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 
 
Use the attached Risk Assessment Form 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 
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could also refer to other documents you may have, such as manuals, codes of practice etc. 

 
Review and revise 
 
If the nature of the risks change during the planning of the event, the risk assessments will need 
to be reviewed and updated. 
 

Information 
 
Other Health and Safety Regulations that may be applicable and can be used during the risk 
assessment process are:  
  

 Personal Protective Equipment (PPE) 

 Lifting Operations and Lifting Equipment (LOLER) 

 Provision and Use of Work Equipment (PUWER) 

 Noise at Work 

 Regulatory Reform (Fire Safety) Order  

 Manual Handling 

 Workplace (Health, Safety and Welfare) 

 Electricity at Work 

 First Aid at Work 

 Reporting Injuries & Dangerous Occurrences (RIDDOR) 

 Control of Substances Hazardous to Health (COSHH) 
 
N.B. this list is not exhaustive.   
Further information can be obtained from the Health and Safety Executive website 
www.hse.gov.uk 
 
Where the risk assessment has identified significant risks, you must provide information 
to all those affected, regarding the nature of the risk and the control measures to be 
implemented.  It is advisable to give written information where practicable. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



  Version 7 - August 2014 12 

 

3 Event Details Log 
 

The information in the previous sections can now be used to assist in completing the following 
document.  There are checklists in the Appendix that can be used if necessary.  It should be 
completed as fully as possible to ensure all the relevant information is available and all key 
issues have been considered. 

 

Name of event 

 

Name of the Responsible Person (PRINT)                                              (signature) 

 

Event location                                                                   Event date  

 

Part One - Organiser Details 
 

 Name of organisation 
 

 Event organiser/s  
 

 Contact address 
 
 
 

 Postcode 
 

 Tel No. - Home 
 

 Tel No. - Work 
 

 Mobile No 
 

 Fax No 
 

 e-mail address 
 

 Event public enquiries number 
 

 Insurance Details 

 

Part 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      

  

 

Event Ref: 



  Version 7 - August 2014 13 

 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 

 

 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? 

 

 Will you be selling programmes?     Yes                No 

  

      If yes, what is the proposed price? 

 

Note:   Any proposed entrance fees must be discussed with the appropriate department as 

compulsory admission charges may not be possible for legal reasons and this includes 

the sale of programmes. 

 

 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 

 
(Written approval must be obtained from the relevant Council department e.g. 
Highways division) 
         

 

 Please provide full details if necessary. 
 
 
 

 
Note:  The Council reserves the right to remove any unauthorised advertising and to 
recover the cost incurred from the event organisers. 
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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    

  
Balloon launch Portable generator * 

 
Hot Air Balloons Power supply 

 
Horses/donkeys other animals Toilets 
 
Motorcycles Alcohol***** 
 
Other motor vehicles Food/drink concessions  
 
Coconut shy Berthing facilities 
 
Inflatables (e.g. bouncy castle)**** Train hire 
 
Portable staging Bonfire/barbecue permit 
 
P.A. System Foreshore boat 
 
Stewarding/security Living history or other 
   
On site communications Market stalls  
 
Water (limited supply at some sites) Re-enactment groups  

  
 
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 generally not permitted on the highway due to obstruction, noise  
  etc. 
**   A Premise Licence may be required if your event is public and consists of music,  
  dancing, singing or similar. 
***  Fairground Rides-Information available from 

http://www.hse.gov.uk/entertainment/fairgrounds/ 
****  Inflatables- Information available from http://www.pipa.org.uk/ 
*****  A licence may be required. 
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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 ensure the appropriate Council Highways department 
has been notified, Economy and Environment Directorate.  
 
N.B.  3 months notice is required if a formal traffic order is needed.  There will be a charge if the 
event is promoted by a profit making organisation (Full details can be found on the application 
form*).  Special application is available for schools and charitable events. 
 
*An application form must be completed for a road closure and sent to the relevant Shropshire 
Council Coordination Manager.  A copy of the application form can be found in Appendix 5 and 
contact details Appendix 6.  Once permission has been obtained.  Attach a copy of the 
completed form providing full details of locations, dates and times. 
 
 

 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? Add additional pages if 
necessary. 

 
 
 
 

 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: 
 
 
 
 
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 Council 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 

 
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.  (A fee may be chargeable in certain circumstances). 
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Part 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. 
This should not be less than £5 million and the Council reserves the right to require a 
higher limit if deemed necessary. Should anyone have any queries regarding this level of 
cover, then they should seek clarification from the Risk Management and Insurance Team. 
 

 Organisers will be required to produce evidence of their insurance cover together with that of 
any exhibitor, 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 14 days before the Event. Failure to comply 

may result in the Council refusing to grant permission for the holding of the event. 
 

Part Four - Emergency Services 
 
You are requested to notify the Police and other appropriate Emergency Services. 

 
Please indicate contact made, if applicable: 

 
Police   Ambulance Service 

 
St. John Ambulance  Fire 

 
Red Cross      HM Coastguard 

 
 Other 
 
Please supply details of the first aid cover to be provided: 
 
 
 
 

Part Five - Additional Requirements 

 

 It is advisable to draw up a site plan showing the positions of stalls, marquees, arena, 
exhibition units, car parking etc. and list of programme items that are required. In respect of 
races etc. a detailed route plan which must also show location of route marshals, must be 
provided.  The copy of the plan should be kept with this log. 

 

 There is a safety inspection checklist in Appendix 3 which should be used to undertake an 
inspection of the site.  This should be before, during and after the event to ensure the event 
and venue remains safe throughout its duration.  This checklist will provide evidence that all 
aspects of the event had been checked so far as is reasonably practicable.  A copy should be 
kept with the log.  

 

 The participants and activities list in Appendix 4 can be used if there are several 
participants or activities at the event.  This will ensure a record is kept of their details 
including insurance details.  This list should be kept with the log. 
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N.B. 
A copy of the Events Detail Log may be requested by either the Health and Safety Team or 
the Risk Management and Insurance Team to ensure that appropriate steps have been 
taken to manage the risks at your event.  (The request may be after speaking to the 
organiser, after a complaint or an incident etc). 
 
If this is the case, please use the address below. 
 
Either address to Health and Safety Team or Risk Management and Insurance Team 

Shropshire Council 

Shirehall 

Abbey Foregate 

Shrewsbury 

Shropshire 

SY2 6ND 

 
Please indicate what documentation is forwarded below: 
  
Documentation  Yes         No      Evidence of insurance       Yes        No 
  
Events Detail Log    Insurance for event organiser  
 
Site Plan/Route Plan    Individual participants 
 
Risk Assessments       

      
 

If No has been answered to any of the questions, please give details why: 
 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  Version 7 - August 2014 18 

Appendix 1 
 

 Checklist for Event Organisers 
 
To ensure that all the issues raised in the three stages of this form (Pre-planning; Organising the 
event; Final preparation) have been fully considered and acted upon tick them off below. An 
action column has been provided to allow the progress to be monitored. Space has been given at 
the foot of each stage to allow for brief notes.  Guidance to use the form is in Section 1. 

 

Stage 1 Pre-planning    

                     Done    To do  By when By whom 

 

 Where 

 

 When 

 

 Who 

 

 What 

 

 Is Specialist equipment required 

 

 Is there a relevant Code of Practice 

 

 Appropriate welfare arrangements 

 

 Special permissions required 

 

 Insurance 

 

 Timescale 

 

Notes: 
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Stage 2 – Organising the event 

 

Done  To do          By when     By whom 

 

 Establish a working group 

 

 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 

 

Notes: 
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Stage 3 – Final preparations 

 

Done   To do          By when        By whom 

 

 Routes 

 

 Inspection 

 

 Siting 

 

 Signage 

 

 Vehicles 

 

 Structures 

 

 Lighting 

 

 Public address 

 

 Briefing 

 

 Accidents 

 

Notes: 
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Appendix 2 
 

Risk Assessment Form 
 
The following pages contain the risk assessment form, which is used throughout Shropshire 
Council to record the risks associated with a particular activity or event. 
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C. Use information from section B to identify level of risk for each hazard 
 

 

What are the 

Hazards? 
 

Who might be 
harmed and how 
the hazard could 

cause harm 

What are you 
already doing 

(Existing Controls) 

Risk 
Level 

Low/Med/ 
High 

What further actions 
are necessary 

Residual 
Risk 
Level 

Low/Med/ 
High 

 
Action 

 

Who When 

1        . 

2         

3         

4         

5         

6         

7         

8         

9         

10         

 
If more hazards are identified please add more boxes  

 

 
D. Safe Systems of Work to be outlined below by using the information in Section C once completed: 
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Appendix 3 
Safety inspection checklist 

 
(Before, During and After the event) 

A tour of the site should be carried out immediately prior to, during and after the event to ensure that 
all safety measures have been implemented. More than one inspection may be necessary during 
the event.  The form below can be used to note any defects and the remedial actions taken.  This is 
not an exhaustive list and care should be taken to identify any other hazards associated with the 
activities at the event. 

 

Location: 
 

Site access/egress 
  Prior       During  

Yes/No   Yes/No    

 Are entrances/exits clear?  

  

 Are staff/stewards in place?  

  

 Can emergency vehicles gain access?  

  

 Are pedestrians segregated from vehicles?  

  

 Are security precautions in place?   

  

 Have adequate signs been provided?  

  

Site condition 
 

 Is site free from tripping hazards e.g. cables, potholes, footpath defects 
etc? 

 

 Are permanent fixtures in good condition e.g. seats, fencing, signage etc?  

 Has vegetation been cut back, debris removed and the area made safe?  
 

 Have current weather conditions created new hazards to be addressed? 
 

  

Attractions/activities/structures 

 

 

 Have all structures been completed? 
 

 

 Have all structures been inspected and approved by a competent person 
where required? 

 

 

 Are all activities/attractions sited correctly and checked?  
 

 

 Have all activities/attractions supplied evidence of insurance and Health 
and Safety requirements? 

 

 

 Are all potentially hazardous activities segregated and/or fenced as 
required? 
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Event provisions 

 Is fire fighting equipment in place?  

 Is lighting in place where required?  

 Have electrical supplies/equipment been checked/certified?  

 Have toilets been provided where required?  

 Are first aid facilities in place?  

 Is control centre in place and public address system working?  

 Are adequate waste bins in place?  

 Are stewards in place?  

Defects Noted 

 
 

 

Remedial action taken: 
 

 

 

 

Printed Name of Responsible person: 

 

Signature: 

 

 

Date & Time of Inspection: 
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Location:  
After the event 

Exhibitors/attractions 
      Yes             No 

 Have all attractions been dismantled and removed?  

  

 Have all exhibitors vacated the venue?  

  

 Have all vehicles left the venue?  

Temporary facilities 
 

 Has all equipment been dismantled and removed?  

 Have all structures been dismantled and removed?  

 Have temporary markers such as stakes, ropes, flags etc been removed?  

 Have any holes/trenches etc been made good?  

 Have all temporary electric installations been isolated and made safe?  

Waste collection 
 

 Has all waste been collected satisfactorily?  

 Has all waste been removed from the site? 
 

 Have all residue fire hazards been checked e.g. fireworks, bonfires? 

 

Venue condition 
 

 Has any damage to permanent facilities, buildings or the ground been 
reported? 

 

 

 Has any damage been found during inspection?  

If the answer to either of the above is yes then describe briefly below: 
 

 

  

Incidents/accident                                                                            Yes            No 

 

 Were any incidents/accidents reported during the event?   
If yes then follow normal reporting procedures and ensure the CARs 
(Corporate Accident Report Form) is sent to Health and Safety Team and a 
copy to the Risk Management and Insurance Team.  
 
If the incident is RIDDOR reportable and in normal working hours send the 
CARS form to the Health and Safety Team with full details at the earliest 
opportunity.  If it is a serious incident contact them immediatley 01743 
252819.  
 
If the incident occurs out of hours then contact the HSE directly via their on-
line system http://www.hse.gov.uk/riddor/report.htm and send full details to 
the Health and Safety Team including the HSE Incident number at the earliest 
opportunity. 
 
Responsible Person in charge of the Event  
Print name 

Signature 

Date of inspection 
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Appendix 4 
Event participants and activity 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 

 
  

Name of activity 

 
(i.e. Caterers, exhibitors, ground 

entertainment, inflatables, 

fairground equipment, dance 

groups, bands etc.) 

 

Insurance/Licence 
Details Attached 

certificate or 
quote reference 

numbers  
Yes/No 

If ‘No’ 
 

Please give details 
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  Appendix 5 
 

Highways and Transport 
 

Section 16A of the Road Traffic Regulation Act 1984 
Section 21 of the Town Police Clauses Act 1847 

 
Application to close a public highway for a sporting event, social event or entertainment 

 
Important:  Please complete this form in full using block capitals – failure to complete all sections 
may result in unnecessary delays or refusal 
 

Information about the latest roadworks and road closures in Shropshire can be found on: 
www.shropshire.gov.uk/rworks.nsf 

 

Name of event: 
 

Date of event: 
 

Type of event: 
 

Name of organiser (must be applicant): 
 

Address: 
 
 

Telephone numbers: 
Office hours:   …………………………………    Outside office hours: …………………………………. 

Numbers likely to attend 
event and likely takings 

 
 

Road to be closed 
 

  

Section (description) 
 
 
 

 
 

Access other than vehicular 
 
 
  

Please confirm that arrangements are being made to ensure that 
access will be available for: 
 
Pedestrian……………………..……….  Yes / No 
Dismounted cyclist …………………..             Yes / No 
Dismounted horse rider’s…………...…  Yes / No 
An alternative route is/will be provided via: 
 
 

Access for emergency 
vehicles 
 

Please confirm that arrangements are being made to ensure that 
access will be available for emergency services at all times. 
………………………………………Yes / No  
Without this assurance your request will not be approved. 
 

Risk assessment and 
consultation 

Please confirm that a risk assessment has been carried out and 
the following organisations have been consulted about the 
proposed event 
Risk assessment …………………………….. .Yes / No 
Police ........................................................... .Yes / No 
Fire Service .................................................. .Yes / No 
Ambulance Service ……………………………Yes / No 

http://www.shropshire.gov.uk/rworks.nsf
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Over…/ 

Public liability insurance details: 

Name of insurer: …………………………………………………………………………………………... 

Policy number: ………………………………………...   Expiry date: ………………………………….. 

Cover (£5m minimum):    ………………………………………… 

 

Can you please give the reasons why it is necessary for the event to be held on a road: 

 ......................................................................................................................................... .……..   

 ......................................................................................................................................... ……… 

 

Please confirm who is to take responsibility for traffic management for the event: 

 ......................................................................................................................................... ……… 

Please supply details of any signing to be used: 

……………………………………………………………………………………………………………… 

Please confirm when ‘advance information’ signs are to be placed on site: 

……………………………………………………………………………………………………………… 

Please supply details of any advance consultations with any affected resident, business, trade 

association, business group, Town Council, Parish Council or any group or body representing the 

general populate: 

…………………………………………………………………………………………………………………

………………………………………………………………………………………………………………… 

 

 

Views of Events and Contingency Planning Officer: 

 ......................................................................................................................................... ……… 

 ......................................................................................................................................... ……… 

 

For official use 
 
Application:   Approved ……….......................................  Refused ….…………………… ... …….. 
 
If appropriate state reason for refusal ................. ……………………………………………………… 
 
………………………………………………………………………………………………………………. 
 
…………………………………………………………………………………………………………….... 
 
Signed..............................................................         Date.......................... ………........................ 

 

This form must be sent to your local Events and Contingency Planning Officer, no later than six 
weeks before the event.  Please see conditions below. 
 
Contact: Events and Contigency Planning Officer -  Office:  01743 258793 
       Mobile:  07990087823 
       Email:  streetworks@shropshire.gov.uk 

mailto:streetworks@shropshire.gov.uk
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Conditions: 
 
1. The organisation shall nominate stewards who will be responsible for making suitable 
provision for the safety of persons attending the event and for ensuring that adequate access is 
available at all times for fire engines, ambulances, police cars or other vehicles that may be 
required in an emergency. 
 
2. If required to do so by the Events and Contingency Planning Officer, the organisers shall 
ensure that signs are in position to indicate to drivers that the road is closed. 
 
3. The organisers shall pay any charges imposed to cover costs incurred by the Council. 
 
(Charges may be imposed unless the event has a turnover of less than £5,000 and the Council is 
notified by the end of November of events for the following calendar year.) 

  


