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1. Events Management in Hounslow – Lampton GreenSpace 360 (GS360)

1.1.  
Monitor and Manage: third party events 

1.1.1. The Communities Team supports third parties in the delivery of enjoyable and safe events in Hounslow’s Parks and Open Spaces. 

1.1.2. Any event held in Hounslow’s parks and open spaces must be approved through the issue of a Final Approval Letter to successful applicants. The team is professional, friendly and experienced, guiding third parties through the process from initial application through to de-brief after the event.    

1.1.3. They provide extensive advice on event applications, sustainability of sites, and impact upon the environment, contracting, health and safety requirements, lead local consultation, carry out pre and post event inspections for outdoor events and when necessary manage the reinstatement of grounds.
2. Categories and definitions of Events 

2.1. Categories and clear definitions of events provide a solid framework for the scaled fees and charges structure. It will ensure that any event application will have to meet the definition of the category to be charged in that bracket. This allows clear and transparent charging structure for any event application.

2.2. For the purpose of this policy the definitions of an event are;

· Community

· Commercial

· Charity

· Private Events and 
· Corporate 
3. Community Events

3.1. A community event is run by a community/voluntary group based and registered in the London Borough of Hounslow. The event must directly benefit Hounslow local community and does not knowingly exclude any persons; it must generate a positive impact upon the local community with support from local people. 

3.2. It must be free for the public to attend and/or any profits generated must directly benefit the area in which the event is situated or benefit a community/voluntary organisation situated within the London borough of Hounslow.
3.3. There must be no significant advertising or other commercial benefit opportunities to a profit making business or organisation. 

3.4. Budgets can be requested as evidence of how profits are allocated.

4. Commercial Events  

4.1. A commercial event is defined as a profit making, brand building or promotional activity or event of any size.  It can be a ticketed or non-ticketed event and can last for more than one day. It may feature an individual or multiple commercial or corporate sponsor(s). 

4.2. Examples of a commercial event: festivals, car boot sales, marketing/promotional activities, funfairs, circus.

4.3. All commercial event organisers are required to take steps to make their event accessible to local residents. This may be through the provision of percentage discounts offered to locals. This will be agreed on an event by event basis.

5. Charitable Events

5.1. A charitable event can either be organised by a not for profit community group, advocate or individual raising funds for a registered charity.  A charitable organisation or registered charity may raise money or awareness of itself through an event. 

5.2. The event organiser must be able to provide details of the donation of the money to the registered charity. Not for profit and/or charitable organisations must be able to provide a UK charity number.

5.3. A commercial or corporate company may raise money for a registered charity, but may not promote themselves over the charitable cause.

6. Private Events and Corporate Events

6.1. A private or corporate event is organised by an organisation or business for its employees or clients. It can be a private or a ticketed event with restricted access to the public. It may also be a promotional road show or media event that has a specific desire to promote brands and companies.

6.2. It may include but is not limited to: weddings, christenings, funerals, celebrations, birthday parties, speeches/conferences/meetings, fun days/staff parties. 

7. Other events

7.1. Local Park User Groups - Friends groups, resident associations or other local voluntary groups who organise and hold small activities or events (with no infrastructure such as gazebos, marquees, toilets and without licensable activity) with less than 100 people do not require an application to be submitted and subsequently there is no charge or paperwork to be complied by the organisers. Risk Assessments and proof of public liability insurance may be requested, depending on the nature of the event. All park user groups must however, notify and work in partnership with, and make the event known to the GS360 Communities Manager for all local projects and activities. 
7.2. A picnic or small gathering - Is defined as less than 100 people with no infrastructure such as gazebos, marquees, toilets and without licensable activity. This does not require an application to be submitted and subsequently there is no charge or paperwork to be complied by the event organiser. We only ask that organisers notify us of their activity so we can ensure there is not a double booking on the site.

7.3. BBQ’s (naked flame) - Local by-laws precludes BBQ’s or any naked flame from being permitted in any of Hounslow’s parks or open spaces.  

7.4. Religious Events - Organised acts of religious worship will not be considered as outdoor events. Where an act of worship is ancillary to a main event and is minor in comparison to the overall event, it may be permitted. Where facilities are made at an event for audience to pray, and as a minor part of the overall event, this will be considered so long as it complies with all other aspects of this policy and with relevant legislation regarding equalities.

8. Pre-application Support  

8.1. Enquiring about holding an event in a park or green space?  The Communities Team can be contacted by emailing Events@hounslow.gov.uk  
8.2. The Communities Team are available to meet and discuss, with an event organiser, to advise and support the efficient planning of the proposed activity before submitting a formal application. There is no charge for this support and guidance. 

8.3. This meeting or discussion will generally cover but is not limited to: 

1. Key information related to the specific site and location

2. Event Management experience, guidance and best practice 

3. Key supporting document templates or concrete examples for any area where the organiser feels ill-equipped to supply and/or document the procedure requested by the application form

8.4. The Communities Team also signpost event organisers to best practice guidance in event management. 
8.5. These resources include;

8.5.1. The London Events Toolkit 

The London Events Toolkit has been commissioned by London Events Forum, and is funded by Arts Council England.  Part of the London Cultural Improvement Programme, funded by London's Improvement and Efficiency Partnership - Capital Ambition – www.londoneventstoolkit.co.uk 
The Communities Team refers third parties to this practical online resource to help them through this process. The tool kit sets out the key principles and procedures for making an application to London Boroughs for any event. It aims to keep the organiser abreast of current legislation, provide all the information, resources and templates organisers need to deliver their events and to promote best practice.

     8.5.2.
The Event Safety Purple Guide

The HSE guidance in reference to event safety is HSG195: The Event Safety Guide (The Purple Guide): www.thepurpleguide.co.uk

    8.5.3.          ISAN 

ISAN (The Independent Street Arts Network) recently published (February 2012) a ground-breaking Toolkit for promoting sustainability within the outdoor event sector. This resource is available to download; The ISAN Environmental Sustainability Toolkit – Making Outdoor Arts Sustainable- in the left hand panel.
    8.5.4.           Event industry specialists 

A list of suitably qualified and widely well regarded events professionals in all aspects of event planning and logistics, health and safety, stewarding and more to call upon to support the proposed event or activity. 
9. Funding and Sponsorship


9.1. Where appropriate and as necessary the Communities Team will signpost third parties to appropriate funding and sponsorship opportunities including cultural grant making bodies such as the Arts Council and the Heritage Lottery Fund. Other more specific (and often smaller) funding streams will also be discussed and where sought, advice on income stream generation can be provided by the team. 

9.2. Hounslow Council’s Corporate Funding Strategy 2011-2015 sets out a range of funding and other support available to voluntary and community sector organisations providing services to Hounslow residents.

9.3. The council also currently operates the Area Forum Small Grants which provides funding of up to £500 to encourage local community activities within one of the five areas of the borough. These grants support Hounslow-based voluntary groups to deliver projects or activities that make a difference in their local community and this includes community and cultural events. There are three application rounds for this fund in February, June and October of any given year. 
10. Marketing and promoting events succesfully 
10.1. The Communities Team currently uses a variety of advertising tools to promote and support all events that take place in parks and green spaces. 

10.2. A Marketing and Publicity Factsheet, put together to aid event organisers in marketing and promoting their events is available from the Event App homepage.
10.3. Some examples of marketing channels available include:  

1. Hounslow Highlights –An e-newsletter is sent out to people interested in hearing about events run across Hounslow’s cultural services. 

2. 12,000 copies of the what’s On Guide are produced and distributed to internal and external organisations, between July-Sept and 10,000 copies throughout the rest of the year

3. Event posters on community display boards in Hounslow’s parks and in libraries 

4. Social Media campaigns including Twitter, You Tube (where appropriate), Mail Grabs and Facebook.   

5. The LBH communications team will circulate PR on behalf of local events which often appear in local press including the Chronicle 

Event Booking Process 

5.1. The following flow chart outlines the event booking process to apply to hold a Community, Charity, Commercial or Corporate event in a park or green space in the London Borough of Hounslow.













6. Criteria for the agreement of an event

6.1. The applicant is required to adhere to this detailed criterion within the proposed policy, alongside making an application to ensure compliance with the objectives of Hounslow’s Policy for events. 

6.2. Requirements for holding an event are included below: 

1. The creation of opportunities for local participation

2. The ability to demonstrate the capacity of the organisation to manage financial responsibilities.

3. Quality of the event

4. Security and public safety 

5. Size of location, numbers attending or numbers estimated to attend

6. Effect on the of the natural environment and damage limitation

7. Effect of event on regular users of public spaces, stakeholders and local residents

8. Timing of the event

9. Impact on transport infrastructure to support the event e.g. parking, increased use of public transport and road closures.  

6.3. It must be noted that the Hounslow Events Team on behalf of the London Borough of Hounslow retains the right to decline any application they do not wish to take place in any of the borough’s parks and green spaces.

7. Making an application
8. The application form

8.1. EventApp, a web based system for applying to use public land for events created by the London Events Forum as part of a London wide initiative. 
8.2. This new online application process assists the service to process applications quickly and to share information with all concerned parties as efficiently as possible. Prior to EventApp’s introduction a very similar process was used by the team as Hounslow has been a ‘tester borough’ for EventApp for some time. The key difference is that the new system is online rather than via a manual submission.  

8.3. To trial making an application, visit www.eventapp.org/demo and use user@eventapp.org as the log in and ‘password’ as the password.   
8.4. To ensure events staged within the London Borough of Hounslow are enjoyed by both the local and wider communities, all third party event organisers are asked to read through the advice contained within the London Event Tool Kit on the following link before commencing their planning: www.londoneventstoolkit.co.uk
8.5. To ensure event proposals are considered, event applications should be made 2 months in advance for small events (approx.500 people or less) and 4 months or more for an event with attendance of 500-4,999. For larger events with an attendance of 5,000 plus this lead time should be in advance of 8 months. 

8.6. When third parties first apply they are required to register their details to set up an account. The next time they visit they can simply login and the system will remember their basic details and the applicant can check the details of their applications.

8.7. Late applications will be considered where possible, but will not be given priority over applications received in good time.

9. An example of the interface for event organisers to be found on EventApp is shown below: 
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Event Application

Eventapp is a new online event application management system, currently in use in several London boroughs.
We welcome any constructive comments and feedback from users to help us improve the system. Ifyou wantto
offer any comments please e mail us on info@eventapp orq

Login Register

Firstname *

Password Lastname *

Login Eorqotten vour passworg?  Email*

Password

Mobile number

Areyoua*

Select. -

Register

Before you start

You will need the following information before
proceeding with an event application:

Venue Information:

A good knowledge of exactly where you want
to hold your event you should have checked
availabiliy of your chosen site already.

Schedule Information:

When you plan to start and finish your event
including set up and clear up.

Event Information:

A good estimate of the amount of peaple who
will come to the event, what other statutory
requirements you might need, and how you
intendto manage the event

Your details:

Your company or organisations contact
information or personal contact details ifyou
are applying as an individual

A copy of your public iabilty insurance policy
in electronic form (PDF or JPG) though you
can sendthis later ifyou have not amanged it
vet

Accounts depariment details (i there is a fee
to be paid)

‘Once you have entered your details, Eventapp
will remember the data the nexttime you
apply. Ifyou need to update your details
because some of them have changed, you
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10. Once an application has been submitted
10.1. The submitting an application does not mean the applicant has booked the space and has been given permission to go ahead with their event. 
10.2. All applications will go through a period of consultation before initial approval or decline is made. Some medium sized events may need to go to the Hounslow Safety Advisory Group and consultation with ‘Friends of’ or key stake holder meetings.
10.3. The level and extent of the information needed for an application may vary depending on the size of the event. The types of event applications received are for extremely diverse initiatives, ranging from a school fete or charity run to a large outdoor festival over multiple days.  
11. Supporting documents 

11.1. As part of the application, event organisers will need to provide what is known as supporting information. These supporting documents should be combined into one overall event management plan. The list for supporting documents can be found in Event Management Plan section. Templates are available to download from the homepage of EventApp. 
12. Event management

12.1. Event organisers need to produce an event management plan which must be provided to, and will be subject to scrutiny by the Communities Team, where it is considered appropriate by any member of the SAG and other stakeholders.
12.2. Information required within the event management plan is:

	1. Access provision

2. Child and vulnerable adult protection statement

3. Crowd management plan

4. Emergency control plan

5. Environmental impact assessment

6. Equal opportunity statement

7. Event communication plan

8. Fire Risk Assessment 

9. First aid plan

10. Waste management plan
	11. Food safety plan

12. Lost child procedure

13. Marketing plan

14. Proof of valid and current public liability insurance (see below)

15. Risk assessments

16. Sanitary provision

17. Security and stewarding provision

18. Site plans

19. Production and event timetable

20. Transport infrastructure plan


13. Public Liability Insurance (PLI) 

13.1. Event organisers could be held legally liable for the costs or damages for any injury which may occur during an event. Third parties must be insured against this risk via public liability insurance.  

13.2. It is a requirement of both the London Borough of Hounslow and is that public liability insurance is arranged with a minimum of £5 million.  It is essential for the protection of the organising body that the insurance cover is provided for the whole period of the even from the date the event pulls onto site until the event pulls off and not just for the event days themselves. The level and extent of information for insurance purposes needed may vary depending on the size of the event.   
14. Contractors and suppliers

14.1. Additional information and paper work in relation to contractors and suppliers may be requested. This is a legal requirement for landowner’s to keep up to date information on specific types of contractors and suppliers. 
15. Safety Advisory Group (SAG)
15.1. The role of the SAG is separate from the operational management of the event. It is the event organiser/management team that will be ultimately responsible for health and safety planning. 

15.2. The SAG is there in an advisory capacity. It provides independent advice to event organisers, who retain the legal responsibility for ensuring a safe event. The local authority will enforce the relevant statutory provisions to ensure the health, safety and welfare of employees, members of the public and any other person affected by a work activity. This includes all outdoor public events except for the erection and dismantling of structures or equipment used in the event. These activities are enforced by the HSE.  More information can be found at www.hse.gov.uk/event-safety/faqs.htm 
15.3. Each local authority has a Safety Advisory Group (SAG) to provide advice on event safety matters and to ensure that public safety is maintained at all times. SAGs consider all event-licensing requests and offer advice and guidance to all parties concerned.  Generally it is made up of representatives from local organisations such as:

1. Departmental representatives from the Local Borough of Hounslow 

2. London Ambulance Service

3. London Fire Brigade

4. Metropolitan Police

15.4. The Hounslow SAG meets on a monthly basis throughout the year. Some new applications for events of any size may be invited to attend a SAG meeting before an agreement is given by the Communities Team.  It is important for event organisers of medium and large events to attend A SAG meeting to discuss the specifics of their event proposal in further detail.
15.5. The SAG members will respond with comments, concerns or recommendations. The event organiser will be notified in writing of any further advice on the event if deemed necessary following the meeting by Safety Advisory Group representatives. 
15.6. A copy of Hounslow Safety Advisory Groups Terms of reference can be viewed online at: http://www.hounslow.gov.uk/sag_terms_reference.pdf
15.7. Notification and consultation: The relevant level of external consultation will occur, as set out in the application process with the third party, where relevant, in the specific conditions for the event location. This will include Friends groups, local ward councillors and other stakeholders for the site in question. If objections are received through the consultation, a resolution is offered where appropriate.
16. Provisional acceptance  

16.1. If the event application is approved, this response will include:

1. Confirmation of the timelines to be expected from that point onwards

2. A quote showing the hire fee and duty manager fees for the pre and post event inspection(s)

3. The Communities Team may also ask the organiser to provide a refundable deposit to the council to uphold the condition of the park or open space. This would be in addition to the park hire fee

17. Terms and conditions 

17.1. The Communities Team will also issue the event organiser with the terms and conditions. This should be signed by the event organiser and uploaded to the EventApp profile, within the correct timeframe. All applicants are bound by the conditions stated within this agreement.

17.2. Any appeals for applications that are declined can be submitted in writing to the GS360 Communities Manager, within a one week period.    

18. Licensing and permissions 

18.1. Event organisers are responsible for ensuring that all required permissions and licences are acquired in an appropriate and timely manner. If the event application is granted initial approval, the event organisers will then be advised to apply for any licences that are necessary for them to hold their event.

18.2. Temporary Event Notices (TENs): TENs can be used to allow licensable activities to be carried out on a one-off or occasional basis. They are the most appropriate type of authorisation for small-scale, one-off events, such as community, school and charity fundraising events, at which it is intended to sell or supply alcohol, provide regulated entertainment, or sell hot food or drink between 11pm and 5am. TENs can only be used for events where no more than 499 people (including staff and performers) are expected to attend.

18.3. Premises Licence: A Premises Licence is a permanent licence, granted in respect of a specific location that authorises the licence-holder to carry out a combination of the following licensable activities:
1. the sale by retail of alcohol
2. the supply of alcohol by a club to club members and guests

3. the provision of regulated entertainment (including plays, films, indoor

4. sports, music and dancing)

5. the provision of entertainment facilities

6. the sale of late night refreshment (hot food or drink supplied 11pm to 5am).

7. If the relevant licence/s above are granted then the event organiser will continue to work with and be monitored by, the Hounslow Event Team to ensure the delivery of a safe and successful event.

8. There is a 28 day period for objections. If no objection then the license will be granted. However if objections are received a further three months could be required to fulfil process.

9. Other licenses that may be required include, but is not limited to:

10. Consent to use council land

11. Performing Rights Society (PRS)

12. Phonographic Performance Limited (PPL)

13. Planning permission

14. Advertising consent

18.4. Further information can be sought from the Licensing team at licensing@hounslow.gov.uk 
19. Processing and finalising the application  

20. Pre event inspection 

20.1. A walk through inspection of the entire site, including areas of access, is carried out with the organisation’s event manager and the designated duty manager, prior to arrival of any vehicles or set up of the event. Any defects or spoiled areas are identified and meter readings (where relevant) are recorded on a pre-event inspection form. All defects are noted and any remedial action taken. An inspection of the event set up itself and assistance with connection to water supply or power may also be required. 

21. Post event inspection

21.1. A walk through inspection is carried out in all areas, identifying any damage and/or litter that has occurred as a result of the event, meter readings (where relevant) will be recorded. This is agreed with the Events Duty Manager and Event/site Manager and recorded on a post event inspection form. 

21.2. This inspection also ensures that nothing has been left on the site, which could be hazardous to future users. This inspection should also identify any damage, which may have been caused during the event. If any structures are left overnight, it must be ensured they are left in a safe condition and are safe from vandalism.
22. Monitoring and evaluation third party events 

22.1. Third party events which take place in Hounslow’s parks and green spaces, are monitored by the Communities Team on an ongoing basis to ensure, that the key areas of event planning are being delivered and that improvements are being made and the appropriate ongoing support is offered to new and existing community, charity, commercial, private and corporate event organisers in the borough. 

22.2. Feedback from event organisers are included in our process of review and will be continued as part of the review for the annual policy, questionnaires will be used to gather feedback from event organisers as well as participants. 

23. Reporting incidents

23.1. Hounslow events team works under the following definitions for reporting incidents:
23.1.1. “Near miss” is an occurrence that could have resulted in injury or damage. Example: a gazebo blowing over but no damage and no one hurt.

23.1.1. A “Minor incident” is an occurrence that has resulted in injury or damage but was contained by staff or security and was able to be dealt with on site. There is no need for evacuation or calling in emergency services.  Example: a staff member receives an injury while erecting a fence and needs first aid; a drunken member of the public causes a disturbance and needs to be evicted by security. 
23.1.1. A “Major incident” is an occurrence that requires partial of full evacuation and/or a 999 call to emergency services. Example: a fire in a marquee, a collapsed structure, severe injury, fatality or a major social disorder. 

23.2. NOTE: Whether an incident is categorised as a “major incident” invoking LESLEP procedures guided by Hounslow Council’s Emergency Planning Response Team is entirely a matter for the attending Senior Emergency Service Officer on site. 

23.3. If an accident occurs, during set up of the event, on the event day and/or during clear-up of the event, the names and addresses of witnesses should be obtained, photographs taken and a report made by the organisers.

23.4. All third parties must complete an Incident Report Form for each occurrence and provide a copy to the Communities Team within 30 days of the event taking place. A copy of the incident report form can be found on the Hounslow.info website:  http://www.hounslow.info/parks-open-spaces/park-hire/documentation
23.5. Certain accidents need to be notified to the Enforcing Authority under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995. The HSE Event Safety Guide provides assistance regarding how to report an incident to RIDDOR.  Further information can be found at: www.hse.gov.uk/riddor

24. Legislation 
24.1. The Communities Team recognise the importance of providing local event organisers with the essential knowledge to enable community groups to deliver safe, legal, inclusive and fun events, which run efficiently, so that they are an enjoyable experience for everyone involved. 

24.2. The event policy proposed requires all events to be run in accordance with the terms and conditions, health and safety, environmental and quality policies and governing legislation. 

24.3. There is much government legislation that applies to events, and as a result getting permission to hold one can be daunting at the first attempt. There is increasing pressure on third parties to keep on top of changes to legislation and meet sometimes stringent safety requirements.
24.4. Where members of the public are invited to participate in a staged and planned event, the responsibility, or duty of care, for public safety rests with the organiser and/or the owner of the property or land where such events are staged. This means that the organiser has a duty of care for their audience, participants and staff.

24.5. A duty of care is a legal obligation requiring event organisers to adhere to a reasonable standard of care while performing any act that could be foreseen to harm others. An event organiser always has a duty of care to people working at or visiting their event, and safety must always be of paramount consideration before, during and after the event, whatever the size. 

24.6. It is the individual organiser’s responsibility to ensure that health and safety legislation is adhered to at all levels of management, from the senior event team or organiser through to event staff, contractors and sub-contractors. The implications of an organiser not considering their duty of care can be very serious, from major fines to imprisonment.

24.7. For this reason, it is best practice to have a competent, named person who is responsible for safety at any event – and for larger events there may be a need for a dedicated safety officer.

24.8. Third parties working within this policy are required to ensure that they have developed processes for managing health and safety and that all documentation is available for the local authority to review in the event of an incident. The industry has developed specific planning pathways to help organisers devise safety plans in an efficient and sequential manner. 
24.9. The HSE guidance in reference to event safety can be found in HSG195: The Event Safety Guide (aka ‘The Purple Guide’). This provides the guiding principles for all event organisers, whether professional or amateur and is an invaluable resource.   The current guide is being reviewed and updated to reflect more recent legislation and best practice.  The new edition should be ready for publication in early 2015: http://www.thepurpleguide.co.uk.   

24.10. The London Events Forum (LEF) was formed in October 2008 to provide an improvement network for event professionals working within local government across London. Members of the forum are responsible for producing and hosting thousands of events every year, with audiences ranging well into the millions.

24.11. LEF have been working with partners to raise the profile of the important work of local government events professionals in London, to develop ways to improve current processes, develop skills, support peers and create new ways of working. LEF’s key piece of work to date is ‘Event App’, a London wide events toolkit. This will be referred to further later in the document. 

24.12. This initiative forms part of the wider London Cultural Improvement Programme which is being funded by London’s Improvement and Efficiency Partnership (Capital Ambition) and consortia of cultural sector partners.
25. Environment

25.1. The protection of the local area is extremely important. The following general regulations apply to the staging of all events. Explicit instructions regarding specific locations around Hounslow are detailed in the Terms and Conditions.

26. Hours 

26.1. Hours of operation, both of the event and of site work in rigging and de-rigging the event will be dependent on specific locations and their individual requirements. 

27. Noise 

27.1. Each site across the borough has different noise and sound level specifications. Both the Noise LBH Pollution Team and Communities Team are able to give advice on any specifications relevant to particular sites. Please note that the Noise Pollution Team set the sound level specifications and may attend an event to measure compliance. 

27.2. Any event with a musical bass content must be carefully monitored and controlled. 

27.3. Hotlines are provided at medium to large scale events to ensure local residents can call through any concerns or queries about sound levels.

27.4. All generators should be diesel driven and shall be silent running.

27.5. Any complaint about noise at an event should be made to the environmental Team at the London Borough of Hounslow. Further information can be found by visiting Environmental Planning at www.hounslow.gov.uk
27.6. To limit the potential noise nuisance to local residents and stakeholders all event contracts stipulate that site movement must not commence before 07:00 hours and must cease by 22:00 hours on any day of the week.

28. Transport infrastructure

28.1. A key part of any event is the set up and breakdown of infrastructure. This often involves vehicle access to the site prior to the event to unload and reload heavy equipment. 

28.2. Vehicle access for all site/venues will be via the vehicle access gate agreed in advance with GS360 staff.  Only vehicles deemed ‘essential’ shall be allowed to visit or park on event sites. The number of vehicles is agreed prior to the event and the Hirer is required to provide a list of vehicle owner’s details upon request. No other vehicle shall be granted permission to enter the park. 

28.3. Traffic management Plans for larger events, likely to have an impact on the surrounding infrastructure to the park or green space, must be reviewed discussed at the Hounslow Safety Advisory Group meetings with input from Metropolitan Police, London Ambulance Service, London Fire Brigade, Transport for London, London Buses and Highways and Traffic Management (LBH).

29. Food Safety Plan 

29.1. Information about how event organisers will ensure that any food served to staff, volunteers or provided by caterers to the general public at the event is prepared, stored, served and handled properly to remove the public health risk must be provided.  

29.2. Details of confirmed caterers must be sent to the LBH food safety team, no less than two weeks prior to the event start date: foodsafety@hounslow.gov.uk. 

29.3. All caterers must be registered with a local authority if they are not this they must do so at least 28 days before the start of the event. For further information on food safety advice visit: www.hounslow.gov.uk/food_safety.

30. Waste management 

30.1. All third party event organisers are expected to ensure the site/venue is left clear of all litter and refuse on completion of the event; this also includes any litter that has spread into the local area which is directly attributable to the event. If the site is left less than satisfactorily, the third party will be charged for the removal of waste and remaining litter.

30.2. It is expected that event organisers promote and facilitate recycling methods as the first option of waste management, before waste disposal.  The correct disposable of unwanted liquids, waste and other waste materials from the site is critical, as it can cause pollution, contamination and serious damage to the local environment.

31. Sanitary provision 

31.1. Event organisers must provide suitable and sufficient sanitary and welfare facilities for staff, volunteers, attendees and any person(s) with a disability at an event. 

31.2. Temporary sanitary accommodation should be calculated in relation to the number of people attending the event (as per The Purple Guide calculation model). They must also ensure that all users of the site/venue, whether event participants or not, have unrestricted access to any permanent public toilets located within the venue itself. 

32. Environmental protection 

32.1. It is increasingly important to consider the longer term impact of an event and to be aware of sustainable issues as they are an integral part of planning an event. All event organizers are encouraged to use green resources and recycle wherever possible. 

33. Bio-diversity 

33.1. The Communities Team work closely with the parks team and park rangers to ensure all necessary precautions are taken to protect the ecological future of the wildlife. It is Important that any third party event organiser is aware of any bat roosts as it is a criminal offence to damage, destruct, disturb and obstruct roosts (even if bats are not occupying the roost at the time).  Further information about Bats, Bat roosts and the conservation of bats please visit www.bats.org.uk (Bat Conservation Trust).

34. Outdoor advertising

34.1. The events team endeavour to support event organisers in marketing their events across the borough through our in house marketing channels.  Written permission must be obtained to display any banners or posters on park fencing.

34.2. Third party organisers are not permitted to “fly post” any bill or advertisement in connection with the event. “Fly posting” is an offence and as such the Council is empowered to take proceedings against offenders. This is covered by the Town and Country Planning (Control of Advertisements) Regulations 1992.  Permission to display publicity materials for events, other than on the gates or display boards of the park, is granted by Hounslow Council. 

35. Trees 

35.1. Provide ‘breathing spaces’ in an otherwise urban environment with Hounslow`s parks and open spaces a major asset to the community. It is therefore important to ensure that adequate arrangements are put in place to prevent damage or the potential loss of these assets. 

35.2. To ensure this protection the following restrictions are in place to the silting of events near trees:

40.1.1 Organisers will adhere to the protection of the boroughs current tree stock in accordance to the London Borough of Hounslow Tree Strategy

40.1.2 No structure shall touch or interfere with any tree canopy 

40.1.3 No tree or shrub should be pruned without authorisation 
40.1.4 No exhaust or heaters, generators, etc. shall be positioned next to the base of trees and where possible, exhausts shall be directed away from the tree canopies    
40.1.5 Nothing shall be attached to trees 

          40.2.6   Any damage to trees as a direct result of the event shall be charged to the organiser

41 Community safety

41.1   It is imperative that all attendees (at an event) are safe and secure. Public safety should never be jeopardised, it is the duty of  all event organisers to make sure necessary provisions are in place to ensure visitors, organisers, staff and other members of the public’ are safe at all times.

42 Security & stewarding 

42.1  It is the Event Organisers responsibility to administer, organise and run the event. There must be sufficient stewards, security staff and officials.  All staff must be fully briefed, clearly identified and trained with the appropriate level by the Security Industry Authority (SIA) if required.

42.2  The roles of security and stewards are to; maintain crowd control, provide public information and to enforce any applied restrictions on entry and behaviour within the space, as well as being capable and able to implement an accident or emergency procedure if required.

43 Children and vulnerable adult protection 

43.1  Good practice in regards to keeping children safe in all aspects is essential.  The Hounslow Events Team advises events and festivals to have well thought-out policies, practice and procedures to ensure that they are confident that this is in place.
43.2  The Event organiser must always ensure that children and vulnerable adults are kept safe and free from harm and that they are conversant with up-to-date legislation and requirements in regard to any activities for children that they intend to include within their programme.  The Safe Network, NSPCC, along with local professionals, e.g. Local Safeguarding Children Board (LSCB), feature the most current legislation.

44 Medical & first aid provision

44.1 Sufficient first aid cover must be provided for the event including any set up or breakdown days/times. Event organisers must carry out a medical risk assessment for the event. This needs to take in to account the activities, the numbers, types and age groups attending, access and egress, the site and structures, and other health, safety and welfare issues. 

44.2 Provision of adequate first aid and medical resources should be based upon published guidance on www.thepurpleguide.co.uk or voluntary organisations instruction, such as the St. Johns Ambulance and the Red Cross, who provide advice on the level of cover required for an outdoor event.

45 Signage 

45.1 All signage on an event site should be clear to read, use commonly understood language and symbols and should be positioned so that it can be seen from a reasonable distance by event attendees. At larger events this may need to be at a height. 

45.2 Areas of particular interest are; sanitary provisions (including accessible toilets), medical and safety facilities, information point(s), as well as emergency exits, should all be signposted throughout the event site. Guidance should be taken from www.hse.gov.uk.

46 Fees and charges
46.1 A benchmarking exercise to review the hire charges for events against other London Authorities was undertaken. This was primarily to benchmark current charges as well as establish a fair and reasonable future pricing structure for events in parks.  

46.2 An annual scale of fees and payments is set for event hires based on the category of the event, event capacity and event duration.

46.3 It is important to note that in this categorization the fees and charges are based on the event’s maximum expected capacity at any one time, not the total number of people who may attend the event throughout the day or weekend.

47 Fees and charges 

47.1 Inspections and Duty Managing
Any inspections or duty managing required will be charged at an hourly rate. All inspections will be agreed and duty managing requirements will be discussed prior to the event hire charge sheet is issued to the event organiser.
47.2 Set up, event day and de-rig days (applicable to all catergories of events)

Set up, build or de-rig day can have up to a 75% discount from the event day hire fee, if applicable. The event day hire fee will be charged in accordance to the type of event taking place, the number of people attending amongst other factors.
47.3 Additional event days 

30% discount from the basic hire fee.

48 Consumption charges 

Where the council is required to provide staffing, equipment or other resources to the event e.g. electricity, water, marking of pitches etc. over, the costs for such resources will be charged to the event organiser.
49 Deposits/Bonds

49.1  There are two measures of deposit or a bond, either by flat fee or a percentage of total hire fee, whichever is higher is requested, this is a common trend across the Boroughs.

49.2   As an overview it is normally 20% of the total hire fee or a minimum of £500.00 for a Community   Event.  However, if the event is deemed to have a medium/high risk to the grounds, then a higher deposit/bond of up to 40% of the hire fee will be requested. This will be in the form of BACS transfer.

50 Cultural Focus
50.1  Supporting cultural events and cultural activity in the borough is paramount to Hounslow’s events programme and wider engagement agenda. Culturally driven events often reach a very high footfall that covers diverse audiences, both in terms of age/ethnicity and culture. 

50.2   Commercial and corporate and private events that can prove that there is a strong cultural focus to the event with a range of arts and cultural activity will be offered up to 30% discount on the basic hire fee. 

50.3   Evidence that the commercial or corporate and private organisers are engaging with the local park user groups, local organisations and community groups within the borough is an important aspect to receive this discount which is also at the discretion of the Communities Team.
Making an Application


Visit � HYPERLINK "http://www.eventapp.org/hounslow" �www.eventapp.org/hounslow� to submit an online application through EventApp. 


Contact the Communities Team for further information about organising an event in a park or open space in the borough via � HYPERLINK "mailto:events@hounslow.gov.uk" �events@hounslow.gov.uk� 


Applicant to submit Event Management Plan and all other supporting information as detailed in guidance documents on the EventApp homepage, or as requested by the Communities Manager/Team.


Documents reviewed and advice provided to applicants: Event Management Plan, licence requirements, local and wider partners, funding and sponsorship opportunities, marketing and other areas of Event Management. 





Consultation, Notification and Licensing (Where applicable)


Consultation and notification carried out with Key Stakeholders


Applicant to submit the necessary License to LBH Licensing team (if required)


Applicant to attend Safety Advisory Group meeting if required.





Provisional Acceptance


Provisional acceptance or rejections, depending on the size and type of the event, will be sent to the event organiser.


Some medium sized events may need to go to the Hounslow Safety Advisory Group and consultation with ‘Friends of’ or key stake holder meetings.


Issue Park Hire Terms and Conditions following initial approval. 





License rejected 








Final Confirmation


License approved by LBH 


Terms and Conditions signed


Completion of payment 


Final Approval Letter issued by GS360 Communities Manager





Application Declined





Application Successful





Insufficient documentation provided
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