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IMPORTANT PLEASE READ CAREFULLY: The information and advice contained within this
toolkit is intended to act as a guide for anyone wishing to plan and organise an event within the
Hinckley & Bosworth Borough, raising awareness of the many areas that need to be
considered. Please note that it is the Event Organisers responsibility to ensure that any legal
requirements or government guidance is adhered to. Hinckley & Bosworth Council will not be
held responsible for the event or for any failure to comply with any legal requirement.
Furthermore, Event Organisers are advised to consult with key agencies and organisations with
any concerns you may have relating to a particular event.
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1. Introduction
This Event Toolkit has been designed to provide information for all community groups,
organisations and Parish and Town Councils within the Borough, who wish to arrange outdoor
events on parks, highways or other public spaces. It provides guidance for all stages of planning
and organising an event safely, whilst leaving scope for flexibility to take account of the exact
nature and size of your event.
Please note : Your local police station/officer cannot grant you permission to hold your
event, you have to contact your borough council and they can give you the advice you
need.
Guidance sheets are provided that cover a diverse range of issues including risk assessment,
establishing an events committee, key organisations that need contacting prior to an event and
other important information crucial to organising and managing an event. Depending upon the size
of the event, some of the guidance sheets may not be as relevant for smaller events. All forms can
be found on the council’s website as word documents, which can be filled in and printed off.
As an event organiser it is your responsibility to determine what factors you need to be adopting for
your events and those that you feel are not relevant. Although it is not a mandatory requirement
for you to provide us with the documentation of your event, we do request that you contact and
inform us that your event is taking place. We provide an application for this process, which we ask
you to fill out and return to us. We can then assess your plans and provide you with the correct
guidance.
Finally, information contained within this toolkit will be available on the Hinckley and Bosworth
Borough Council website (http://www.hinckley-bosworth.gov.uk/), where information will be
continually enhanced and updated. This toolkit will be revised again in 2013.

This toolkit provides a comprehensive list of all the information that is
required to organise and run events across our Borough. Such guidance will
be of real benefit for events organisers helping to ensure that all events
and activities are well organised, safe and run successfully. This in turn will
ensure that residents and visitors to Hinckley & Bosworth have the
opportunity to access high quality events.
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2a. Pre-Planning the Event
Detailed pre-planning is essential to ensure that any event is successful. As
a starting point it is useful to make a list of key factors and milestones linked
to your event. As a guide, ask yourself the following questions so that you
are fully aware of the implications of your event:
1. Where will the event take place?
Make sure the venue you have chosen is suitable for the proposed event. Consider the
impact that the event may have on the local community, and the accessibility of the venue,
including car-parking requirements, visibility, and whether there is suitable access for
emergency services. Another vitally important aspect to consider is who owns the land? Once
you know this you must then seek the owner’s permission to stage your proposed event. This
includes all events held on Hinckley & Bosworth Borough Council land, and providing it is
possible to accommodate your event, the Borough Council will then send you an application
form including terms and conditions of use. Remember to ask if there is a charge for using
your identified site; for events held on Borough Council land, please contact the relevant
Borough Council Officers by referring to guidance note 8, ‘Key contacts’, contained within this
toolkit.

2. When will the event take place?
Consider the time of year that the event will take place, and if you are planning to hold an
outdoor event, consider the potential impact of adverse weather conditions particularly strong
winds and heavy rainfall. It is also important to consider the impact that the event will have on
the surrounding area. Damage to surrounding areas can have consequences and it is vital as
an events organiser to recognise this. From this perspective, the day and time of the event are
important i.e. is the event to be held during a weekend, is it planned to go on into the evening,
etc.

3. Who will attend the event?
Is the event aimed at a particular age group or types of people such as young children,
teenagers, the elderly or disabled? If so, specific facilities may be required to accommodate
them or additional stewarding may be required to ensure safety standards are maintained.

4. What type of event will it be?
Decide on the type of activities to be held. Will there be any specific hazards associated with
these activities?

5. What type of specialist equipment will be required?
Will the activities of your event require the use of any specialist equipment or facilities? If
there is any specific equipment required where will you get this? Do you need to contact
anyone or purchase goods.
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6. What facilities are required?
The organiser must estimate the number of attendees to the event and consider its duration.
This estimate is important as it is used to evaluate toilet and first aid requirements. Depending
upon the scale of the event, refreshments and other facilities may also be required. Provision
also needs to be made for lost children, missing persons, baby-changing and lost property. A
lost and found child form can be found in section 4 of this document.

7. Are any special permissions / licences required?
The events organiser must ensure that all relevant permissions and licenses are in place for
the event. The main licensable activities are associated with the supply of alcohol, and with
regulated entertainment – which includes activities such as the performance of a play,
exhibition of a film or performance of live music. Licensed parks and public spaces in the
Borough have set conditions relating to the licence. The event organiser must consult with the
Borough Council (or relevant Parish Council) to establish whether set conditions are enforced
at the location of the proposed event.
(Please refer to guidance note 3a for further information on licensing)

8. What insurance is required?
Public Liability Insurance is now a key concern for any Event Organiser. All events will
require this and for events on Borough Council land, the Council will request to see proof of
this in the form of a valid insurance certificate. With regard to the level of cover, under no
circumstances shall this be less than £5 million and the council reserves the right to request a
higher limit if deemed necessary. Furthermore, the Council will also request that all contractors
and performers have their own public liability cover with a £5 million Limit of Indemnity, and it is
the Event Organiser’s responsibility to ensure that this in place. Please note that for events on
Borough Council land, the Council reserves the right to ask for evidence of relevant cover for
all contractors and performers. Depending upon the nature of your organisation and the size of
the proposed event other insurances may also be required. For events held on non-council
land, please contact the landowner to ascertain what level of insurance cover you will require.
When considering insurance cover, if your organisation is a member of a larger governing body
then you may be able to obtain preferential insurance cover through them. This may be a
cheaper option than having to purchase a one-off policy.

9. How long will it take to organise the event?
Give yourself as much time as possible to organise the event. The time required to organise
the event will vary based on size and scale, but do consider that it is common practice for large
scale events to take up to 12 months to organise.

10. What is your event budget?
Event costs are ever-increasing covering health and safety, traffic management, security,
licensing, insurance and other factors. When planning your event ensure that your budget is
realistic, taking time to obtain quotes to ensure you are getting value for money. Remember,
there are often costs linked to ensuring the event is planned in a safe manner. Ensure that you
budget accordingly from the outset so that safety of your event is in no way compromised, and
remember to add in a contingency figure within your budget for unforeseen circumstances. If
you are seeking external funding and sponsorship for your event, please be aware of the
timescales involved in making applications to funding organisations – it can often take a long
time to firstly complete an application form, and secondly, to hear if you have been successful
in your application. Should you wish to seek advice on funding, please contact the Council’s
External Funding Officer (see guidance note 8, ‘Key contacts’, within the toolkit)
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2b. Organising your Event
Once you have considered the main factors that impact upon your event, and
you are happy to proceed, you can then look to organise the event in greater
detail. When considering the following aspects, remember to write down and
record key information as you go along in the form of an Event Plan. This will
help to ensure that your event is organised in an effective manner.
1. Establish a committee and appoint key roles
When organising and delivering events, it is a good idea to establish an Event Committee or
working group. Within this, all members should have specific responsibilities identified,
including an Event Organiser, who will manage the organisation and planning of the event and
act as the contact with all other organisations including the Borough / Parish Council and the
police, and an Event Safety Co-ordinator, who has responsibility for overall health and safety of
the event. For small scale events a committee may be deemed unnecessary. However, it is
still important to ensure that a designated person or persons has responsibility to act as Events
Organiser and Event Safety Co-ordinator.

2. Talk to key organisations and key agencies
Contact the local police, fire brigade, ambulance and first aid providers to inform them of
your event. This way, the emergency services can consider the implications for public safety
within the terms of their specific responsibilities, and importantly offer you advice and guidance
on how to plan for your event. If you are planning to organise a bonfire or firework display,
make sure you consult with the emergency services, and ensure you comply with all relevant
firework regulations. They will also be able to tell you whether they are required to be present
at the event. No matter how small the event, it is always important to seek advice and
guidance of emergency services as the safety of all people connected to your event should be
seen as your highest priority. In addition to the emergency services, it is also important to
decide what additional information is required regarding specific activities and make contact
with the council and/or the relevant organisations.

3. Develop an “Event Plan”
As the event information is being put together it is highly recommended that you develop an
Event Plan. This records all the information linked to the planning and delivery of the event
and should include the following key points:

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 into the site, identify pedestrian
routes and, vehicle access and emergency evacuation paths.
Public Address (P.A) Site Plan: If the location of your event has set licence conditions
relating to noise and your event incorporates any amplified sound e.g. recorded music, live
music and announcements then a separate P.A. site plan should be developed that identifies
the location and orientation of any activities that incorporate Public Address or sound systems.
Emergency Plan: A formal plan should be established to deal with any emergency situations
that could arise during the event. The detail required within the emergency plan will depend
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upon the size and nature of the event itself. A simple easy to follow plan will be acceptable for
a small event. As discussed in point 2, it is advisable to seek the advice of the Emergency
Services and the Borough / Parish Council to ensure that you have considered all potential
major incidents and how you would deal with them. For instance, this may include a medical
emergency prompting the need for an ambulance to access the event site; a total evacuation of
the event site due to a particular hazard; the need to cancel the event at the last minute due to
adverse weather; greater numbers of people attending the event than expected. These and
similar factors need considering within the Emergency Plan.

Traffic Plan: If you are organising an event, there is a possibility that you may require a traffic
management plan and a traffic order. It is the responsibility of the organiser to implement
these plans and ensure that adequate time is allocated to obtain a traffic order. Again, make
sure that you establish early contact with the Police, Hinckley & Bosworth Borough Council and
Leicestershire County Council to discuss these matters.
(Please refer to guidance note 3c for further information on traffic management)

4. First aid provision at the event site

An appropriate level of first aid and medical provision should be present at the event site.
The extent of this will be dependent upon the size and nature of your event. With this in mind,
you should contact appropriate services and relevant voluntary groups to ask for their advice
and, if required, their presence at the event (refer to guidance note 8, ‘Key contacts’, for details
of relevant organisations)
There is additional information regarding first aid and EMAS further into this document in
section 3. Please read this carefully.

5. Lost persons procedure

During your event, you will need to have facilities in place for lost persons. This is an
important factor irrespective of the size of your event. It is recommended that there is a control
centre where lost persons can be re-acquainted with family / friends (note: this central control
point could ideally be where first-aid is also located). During your event, if you or one of your
stewards / marshals discovers a lost person, help to reassure the person and at no stage leave
them unattended.

6. Establish whether you require temporary structures?
Depending upon the nature of the event, you may require some temporary structures.
Typical examples include staging, seating, tents, marquees, and stalls. If any of these
structures are required it is important to decide where this equipment will be obtained. Ensure
that you always receive a number of quotes to guarantee value for money. Also ensure that
the supplier has experience in supplying the items you require. Other factors to consider
include who will erect the structures, and what safety checks will be required? Make sure that
within your Site Plan you indicate the location of these structures.

7. Decide whether you need any catering facilities?
Ensure any caterers have been licensed by the local authority, and ask to see their food
hygiene certification, and a price list to ensure they are competitively priced.

8. Establish whether you require specific licenses?
It is important that you remember that certain activities common to many events are
licensable by law. Therefore, ensure that you contact the Borough Council Licensing Officer
for guidance and ensure that all relevant permission and licenses (i.e. sale of alcohol,
regulated entertainment, etc) are obtained. In addition if you are looking to play live or
recorded music during your event, please ensure that you have obtained the relevant
Helping you to organise & deliver successful,
Safe, high quality events.
Revised version 2011

license from the Performing Rights Society or Phonographic Performance Limited (PPL) –
their contact details are provided within guidance note 8, ‘Key contacts’.

9. Will you need stewards / marshals at your event?
Stewards / marshals at events must be fully briefed on all aspects of the event including
crowd control and emergency arrangements. As a good starting point, written instructions, site
plans and checklists should be provided to them.
All stewards / marshals should be properly trained and competent, as they will need to be
constantly on the lookout for hazards which could develop during the event. Part of their
identified duties may include the need to guide vehicles, clear emergency exits, and resolving
any behavioural problems. Therefore, it is recommended that specific training should be
provided for basic first aid assistance and fire fighting. They may also require personal
protective clothing such as hats, boots, gloves or coats. For evening events, make sure that all
stewards / marshals are equipped with suitable clothing and accessories, including torches.
(Please refer to guidance note 4b for further information on stewarding)

10. Communication

It is vital that all stewards / marshals are clearly identifiable to the public and that they can
effectively communicate, both to fellow stewards and to the people attending the event.
Communication between stewards / marshals should be via mobile phones or radio.
Remember that if they are communicating by mobile phone then it is only possible to have a
one-to-one conversation. In contrast, via radio signal it is possible for many stewards/
marshals to be communicating simultaneously. If you are planning for your stewards/ marshals
to communicate via radio, you should consider setting up a control centre through which all
radio’s can communicate. This control centre can also double-up as a ‘Lost Persons’ point.

11. What crowd control measures are required?
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. Remember that
your main consideration should be for the safety of people
on site throughout the duration of your event. You need to
think about the safety of visitors, staff, contractors,
volunteers and all other people linked to your event. You
also need to consider the type of queuing system you will
adopt at your event site.

12. How many people do you expect to attend?
The maximum number of people the event can safely hold must be established. This may be
reduced dependant upon the activities being planned.

13. Have you made provision for disabled attendees?
Specific arrangements should be made to ensure disabled visitors have adequate access to
facilities, parking and specific viewing areas and can safely enjoy the event, in line with the
Disability Discrimination Act.

14. What security measures are in place?
Depending upon the nature of the event, specific security arrangements may be necessary,
including arrangements for securing property overnight. Counting cash and banking
arrangements should be given careful consideration where money is being collected on site.
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15. Does your event involve working with contractors?
Ensure that you are satisfied with the ability of contractors to carry out identified work and
duties by seeking personal references and consulting with lists of approved workers. Ask
contractors for a copy of their safety policy and risk assessments, and satisfy yourself that they
will perform the task safely. Always ask for a copy of their public liability insurance certificate,
which should provide a limit of indemnity of at least £5 million. Provide contractors with a copy
of the Event Plan and ensure that they are aware of the duties and work you expect from them.

16. Does your event involve working with 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.

17. Do you require facilities and utilities at your event?
Where electricity, gas or water is to be used, detailed arrangements must be made to ensure
the facilities are safe. For instance, all portable electrical appliances should be tested for
electrical safety and this information should be recorded. Any hired equipment should come
with a certificate of electrical safety. All cables will need to be safely covered to eliminate any
electrical and tripping hazards, and the potential impact of adverse weather conditions also
needs to be considered.
Any generators used should be fuelled by diesel, and surrounded by suitable fencing or
barriers, to prevent unauthorised access by the public. The noise of the generator should be
appropriate for the size and nature of your event. All generators used need to have a safety
certificate supplied by the supplier, and should be operated by people who are suitably trained
Where features such as this are going to be required for your event, please ensure that you
clearly record this information on your site plan.
18. How are you going to clear up both during and after the event?
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, ensuring that waste is recycled where possible.

19. How are you going to market and promote your event?

There are many ways in which you can raise the profile of your event. You should consider
contacting local radio stations and local newspapers to help publicise the event. Other good
ways include putting flyers in local shops and on notice boards. However, remember to get
permission to do this prior to putting up the promotional material. Fly-posting on Borough
Council notice-boards is not permitted, so please contact the Borough Council to gain
approval. In addition, the Council also produces a bi-annual ‘Events Leaflet’ containing
information about forthcoming events within the Borough. Should you wish to advertise your
event in this publication please contact Paula Padmore on 01455 255856.

20. Equipment
If you require any equipment for your event, this is something you need to consider early.
The borough council do have items of equipment that they lend out for specific event. To see
whether you can utilise any of these items or get further information, please contact Sherrilee
Fahey on 01455 255893.
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2c. Final Preparations
Once all planning and event organisation has taken place, it is vital that final
checks are conducted prior to the event starting. These checks should take
place to ensure that the Event Organiser is confident that the event can
proceed safely. The following points should be used as a guide (please note
that an event safety checklist has been provided for you in guidance note 7d).
1. Routes
Ensure that there is clear access to and from entrances and exits, ensuring pedestrian are
clearly separated from vehicle routes wherever possible. If there is any danger effecting the
area in which your event is being held then you may need to consider applying for a road
closure order.

2. Inspections
A walk through inspection of the site should be carried out immediately prior to, during and
after the event to identify any potential hazards and to ensure communications are working.
You may want to carry out more than one inspection during the event.

3. Site plan
Make sure that all facilities and attractions are all correctly located as demonstrated on your
site plan. Take time to ensure that all first aid facilities and fire extinguishers are in place. In
addition, ensure that waste bins are in their correct locations, and all signage is displayed
where relevant. Most emergency services and the borough council will request to see the site
plan prior to the event.

4. Structures
Ensure all staging, seating, marquees and lighting structures have been erected safely and
that certification has been obtained from the relevant contractors as a record of this. If there
are any structures that have edges that stick out or loose parts that may cause some harm,
then please ensure these are clearly marked out.

5. Barriers / safety equipment
Check that all barriers and other protection against hazards are securely in place and there
is no risk of falling from staging or other facilities. Ensure that all fire extinguishers and
emergency signage are located within their appropriate places. Ensure that the barriers you
are using are appropriate to the purpose you want them to serve.

6. Stewards
Make sure that all staff and stewards are fully briefed and understand their individual and
collective responsibilities. Furthermore, ensure all stewards are wearing the correct clothing
for easy identification. Depending upon the size of your event there may be other equipment
that is required. I.e radios
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7. Lighting
Check all lighting is working, including any emergency lighting.

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

9. Set-up time
It is important that the Event Organiser allows sufficient time to organise all facilities and
activities associated with your event so that it begins at the stated time. Ensure that you give
specific instructions to all people associated with your event e.g. stewards, performers,
contractors, etc, so that everyone is aware of when they are required at the site.
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2d. After the Event
Once the event has finished the Event Organiser still has some duties to
undertake. These are detailed below.
1. Site condition
After the event, a final inspection of the site should be undertaken and as part of this, a final
clean-up must be arranged by the Event Organiser. The purpose of this is to leave the venue
in a reasonable state including litter picking and a visual inspection to ensure that there is no
damage to the site.

2. Accidents
If an accident occurred at the event then the Event Organiser should contact their insurance
company, and be able to provide the names and addresses of witnesses, and any other
supporting information such as photographs. An accident form should be completed and a
copy sent to the landowner. This should only be undertaken if a major incident was to occur.
There may be smaller incidents that may happen that can be dealt appropriately at the event
and would require no follow up.

3. Claims.
Should any person declare an intention to make a claim following an alleged incident
associated with the event, again, it is important to contact your insurers as soon as possible.

4. Event Evaluation
After the event has occurred, the Event Committee should meet to discuss and evaluate the
success of the project. This is particularly beneficial as lessons learnt can be used to improve
the planning and delivery of future events. Included within this Event Toolkit is an Event
Evaluation Form (refer to guidance note 7c). This needs to be completed for all events held on
Borough Council land and is good way of recording both positive and negative experiences
during the organisation and delivery of your event.
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