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Preface 
Hello there! I’m pleased to be able to introduce this useful guide to 
planning your own event – I only wish I had had one when I started 
out putting on community events in Manchester all those years 
ago, it would have saved an awful lot of time and energy. 

My �rst foray into events was with St. George’s Community 
Association in Hulme with an ambitious parade and local fete. 
Photographic evidence of my home made bee costume can still 
be viewed, and I well and truly got the bug! Next was Withington 
Community Association, and events ranging from organising morris 
dancers touring the local pubs, to a full scale Rock Against Racism 
concert in the park (now you know how many years ago it was!). 
We learnt so much about marketing, health and safety, crowd 
management – the hard way, but it was great fun and a brilliant 
way to make friends and feel part of a community. I hope this guide 
will help to avoid some of the mistakes we made, and point you in 
the direction of valuable advice and assistance. 

Now I am a professional Festival Director, with years of mounting 
arts and sporting activity under my belt, I still love to be part of my 
local street party committee, joining in the fun. I look forward to 
seeing the People’s Guild programme come together for Preston 
Guild 2012 and attending some of the huge range of events. Now, 
I wonder if I can still get into that costume…. 

Stella Hall 
Festival Director 
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Event Planning Guide – Public Events  
1.1  Introduction 

This booklet is designed to guide you towards the 
safe planning and operation of a wide range of public 
events, including fairs and galas, parades and marches, 
community events and large outdoor events and concerts. 

This booklet is intended for the use of event organisers 
who wish to organise a public event in the city of Preston.  
If you are not experienced in organising events this guide 
will still help you know what you need to do. You may wish 
to seek the support of an event management company 
to help with the planning and delivery of your event and 
ensure that your event meets the standards expected by 
the public. 

Within this booklet you will �nd useful information on 
planning your event and what you will need to do to hold a 
public event in Preston. 

It covers areas like: 

• Event planning 

• Licensing laws 

•  Traf�c management 

•  Health and safety 

•  Risk assessments 

•  Medical provision, 

•  Useful contact numbers 

Plus much more to help you successfully plan your event. 
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1.2  Who is Responsible for Health and Safety at a Public Event? 

The Event Organiser and/or the landowner are responsible for Health 
and Safety of both the public and those taking part in the event. As the 
event organiser you will ensure that you have a named person who is 
responsible for Health and Safety at your event.  

Taking a look at this as a member of the public visiting an event, you 
would expect that the organisers of the event have taken sometime to 
think about and to take responsibility for your Health and Safety and 
wellbeing whilst attending. You expect that someone has checked that 
the marquee and the stage has been correctly erected, that the sound 
equipment and electrical supply have all been installed by a quali�ed 
and experienced team of people.  You expect that if someone has a 
medical issue that there is access to a �rst aid professional.  If you 
eat food at the event, you expect that the stall provider is cooking in 
a clean and hygienic environment to prevent you and everyone else 
getting ill. You would want to know and expect that in an emergency, 
plans had been developed, sta� had been trained in what to do and 
how to help you get to a place of safety.  Most importantly you’d expect 
to be able to go home at the end of the event without having ever had 
to think about any of these things because the event organisers had 
taken on board their responsibilities. 

At Preston City Council we will ensure that all events held on the 
council’s land meet and/or exceed the legally expected levels of 
event health and safety and check that organisers are taking on their 
responsibilities to look after the public. 

In addition to this Guide, Preston City Council works with the Event
Safety Advisory Group, which is made up of Local Emergency Services 
and key Council departments. 

The Event Safety Advisory Group   is set up to ensure that all events in 
the city meet the appropriate Health and Safety Guidelines by o�ering 
advice and guidance to any organisation, both local and national, that is 
planning to hold a public event in the City of Preston. 

Further details and the terms of reference about the Event Safety
Advisory Group  can be found at the back of this guide. 
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1.3  What do you need to do when organising an 
event?

We want to help you to make your event as successful and as safe as 
possible. Through the planning of your event you will be creating an 
Event Management Plan – a document demonstrating what plans are 
in place, who is doing what and when things are going to happen. 

This guide is here to o�er you a practical look at your event planning 
and what you need to do to achieve a successful and safe event.  We 
will also o�er help and guidance for you through the city’s Event Safety
Advisory Group who will assess any potential risks associated with your 
event and support you during your planning process. 

Firstly you will need to notify the Events Team of your event using the  
Event Noti�cation form .

The next step is to consider the following points: 

• Contact details of event organiser 
(the main person responsible for the event) 

• Title of event 
• Proposed date(s)/time(s) 
• Proposed venue 
• Estimated attendance 
• Target audience 
• Brief outline of the event 
• Roles and responsibilities of your team 
• Stewarding and security provision (if applicable) 
• First Aid provision 
• Fire safety equipment (if applicable) 
• Event layout 
• Risk Assessment (including the Risk Assessments for 

your suppliers) 
• Evacuation procedure 
• If your event is open to the general public 
• If your event is intending to take place on the highway 
• Car parking arrangements 
• If you intend to have food/alcohol outlets 
• Details of event infrastructure / temporary structures 

(stages/ marquees) 
• Power source 

1.4  Event Noti�cation Period 

To enable us to give you proper advice and 
allow us e�ective time to consider your 
proposal, you will need to give the following 
period of notice: 

Small events 
(Estimated attendance under 500 people) 
2 months notice 

Medium events 
(Estimated attendance over 500 though less 
than 1000 e.g. fun runs, road races, galas, 
fun days, parades) 
3 months notice 

Large events 
(Estimated attendance over 1000 people 
e.g. open-air concert, music festivals, 
�rework displays & bon�res) 
Minimum of 4 months 

r.baxter
Inserted Text
Advisory
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1.5  Alternative Solutions for organising an outdoor 
event

Are you thinking this is all a bit much for the type of event you are 
thinking about?  You were not expecting to deal with this level of health 
and safety or you were not expecting to create an event management 
plan? There are a number of events and/or locations that minimise the 
need for you to take on board all the responsibility and make it easier 
for you to achieve your aims and objectives. 

1.6  Holding your event in a venue 

Holding your event in a venue will immediately reduce the need for you 
to be responsible for all the Health and Safety aspects of the event. 
You would not need to set up the entire infrastructure (marquees, 
stages etc). The venue will likely already have in place staf�ng, door 
security, the right number of toilets, and the appropriate licence for 
the event and will be able to support you in delivering the event. It is 
also likely that the venue will have in place a number of methods for 
advertising your event. If you want to minimise your responsibility and 
concentrate on the content of the event then a venue will be the best 
option for you. This should always be checked with the venue. 

You can �nd a directory of available venues in Preston from the Council 
for Voluntary Services Central Lancashire or use the link here 
www.cvscentrallancashire.org.uk 

1.7  Holding a private event 

You may wish to consider holding a private event, for your friends and 
relatives, neighbours or club members.  For Preston Guild 2012 we 
are encouraging residents to hold their own street parties to celebrate 
and mark the Preston Guild 2012.  We have made the process for 
arranging a street party much simpler and easier and removed some 
of the red tape. So long as the street party is organised by and is for 
the residents of that street or group of streets, then it is de�ned as a 
private event, and the rules are much less stringent. 

Link to Street party guideline 

1.8  Street Parties and Fetes 
– Points to consider 

• For residents and neighbours only 

• Publicity is only to residents 

• No formal Risk Assessment needed 

• Self organised by residents 

1.9  Larger Public Events 
– Points to Consider 

• Anyone can attend 

• External publicity (newspapers, banners/ 
posters, �yers etc) 

• Licences required 

• Insurances needed 

• Risk Assessments essential 

• Professional / skilled organisers 
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– Points to Consider 

2.1.1  Peace of mind 

This section of the guide is here to help you create your event, the 
event plan and other event documents required by the Event Safety
Advisory Group to assess your event and the safety aspects of 
your event. 

This will give you peace of mind and the knowledge that your 
event planning work meets all the requirements of the Council, the 
Emergency Services and, most importantly, the expectations of the 
members of the public attending. 

2.1.2  Let’s begin at the beginning 

So you have decided that you want to hold an event in 
Preston.  You want to make it the best event possible by 
having a good range of activities and entertainment for 
people to enjoy. You will want everyone to have a good 
time and go home at the end of the day with a satis�ed 
smile - hopefully telling everybody else what a great event 
it was - an event success! 

2.1.3  The Event’s Aims and Objectives 

In the early stages of planning it is very useful to think 
about the aims and objectives of the event.  This will be 
a very helpful guideline as you start to create your event, 
its content and programming, develop your promotional 
material and decide where and when the best time to hold 
your event will be. 

• Why are you holding the event? 

•  Who are the people who will attend? 

•  Where would be the best place to stage it? 

• What sort of activities will be included? 

•  How will we let people know about the event? 

• How will we measure the success of the event? 

2.1.4  An Event Organising 
Committee

For any size of event it is very helpful to be 
able to share the responsibilities of the event 
and have a group of people around you able 
to complete all the tasks. On the day of 
the event, having a team of people around 
you that have been with you throughout the 
planning process will help to ensure the 
smooth operation of the event. 

r.baxter
Cross-Out
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2.1.5  Funding the Event 

You need to consider how you will be able to pay for the activities, 
services and any charges and bonds for potential reinstatement costs 
that may be required for your event. You will need to set a budget 
and identify who can pay for what and importantly when they will need 
paying. Council For Voluntary Service Central Lancashire have produced a 
funding guide that can help you look at where you can get di�erent 
types of funding. This can be found at www.cvscentrallancashire.gov.uk 

2.1.6  Where to hold the event and when? 

So you have decided to hold an event, and have in place your 
organising group and set out the aims and objectives for your event. 
You now need to know when and where the event can be held. 

Preston City Council has a number of key event locations in the city 
suitable for a range of di�erent event activities: 

•  Preston City Council’s parks 
•  Preston Flag Market 
•  Preston Covered Markets 
• The Riversway Dock 
• The Guild Hall & Charter Theatre 
• Avenham Pavilion 

Alternative locations for events: 

• Privately owned venues 
(Sports clubs, pubs, hotels, University etc) 

•  Privately owned land 
(Sports clubs, pubs and hotels, schools etc) 

•  Public Highways 
(your own street for example) 

Once you have established suitable locations 
you will need to make a direct approach to the 
owners. For all Preston City Council locations 
you will be able to email directly using the 
events@preston.gov.uk email address.  Your 
request will then be put to the relevant 
manager of that location to check availability 
and suitability of the event. 

For all other locations you will need to 
approach the owner or manager of that venue 
and get written permission that you can use 
the land for your event. For non-city council 
locations your primary contact will be the 
Licensing Section of the City Council, as you 
may need to apply for a Premises Licence or 
Temporary Events Notice (TEN) to hold your 
event, if no licence is already in place. Please 
see the licensing information section at the 
end of this guide. 
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2.1.7  Programming, content and infrastructure 
suppliers for the event 

You will need to source all of the suppliers for your event activities. 
When sourcing your programme, infrastructure and food concession 
suppliers you will need to collect certain documents from each of them, 
such as their Risk Assessments and their Public Liability Insurance 
documents.

This is to make sure that you are employing the services of good 
professional organisations, and you will be meeting your responsibilities 
under Health and Safety for the event. Always make sure you are 
getting the best service providers. It is what your audience will be 
expecting from you. 

• What kind of activities, music programming, workshops, site 
decoration, artists and performances do you want to see at 
your event? 

• What security and stewarding services 
will you be using? 

• How will you manage the waste and 
recycling required for the 
event?

• Where can you get these services? 

• How much do they cost and are they 
available on the day of 
your event? 

It is very useful when submitting your event 
plan that you include the answers to the 
above and a good outline of the expected 
activities for the event. 

• What kind of staging, sound and lighting, marquees, fencing 
and food suppliers will you be using? 
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3.1  Creating your event plan 

So you are now ready to start creating your Event Management Plan.  
This is a comprehensive document that outlines and gives details all 
the various activities of your event and who will be doing what on the 
day.  This will include contact details of your management team and all 
of the suppliers supporting and providing services to the event. 

Further information and advice on section 3 of this document can be 
found using the Event Safety Guide  also known as the purple guide, 
published by the Health and Safety Executive.  We recommend that 
you use the Event Safety Guide and other HSE guidelines throughout 
this process and refer to them when creating your plan.  These are 
more comprehensive guides which will provide you with calculation 
tools and references to the current laws and legislation for public 
events in the UK.  

3.2  Contacts sheet for people responsible for your 
event

Create a contact sheet for all people who have responsibility for your 
event. An indicative list may include: 

•  The Event Manager/Director 

• The Health and Safety Manager 

• The Organising Committee for the event 

•  The names and contact details for event suppliers 
– for example the: 

- Security & Stewarding company 

- Medical cover 

- Staging company 

- Electrical Generator company 

3.3  Risk Assessment 

You want everyone who attends your event 
to go home happy and healthy. One essential 
step to achieve this is to carry out and provide 
a written Risk Assessment. The purpose of 
a Risk Assessment is to identify all hazards, 
assess the risks which may arise from those 
hazards and decide on suitable measures 
to eliminate or control the risks. Your 
Risk Assessment should include the Risk 
Assessments from your suppliers too. 

Employers and the self-employed have a 
responsibility under the Health and Safety at 
Work etc Act 1974 and the Management of 
Health and Safety at Work Regulations 1999 
as amended, to carry out Risk Assessments 
and have a written record of them. 

For further information on Risk Assessment, 
visit the Health and Safety Executive pages at 
this web address: www.hse.gov.uk 
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3.4  Stewarding 

You need to make sure there are enough stewards to cover the size 
of the event. Staf�ng levels may di�er, depending on some of the 
following factors: 

• If the event is staged 
indoors or outdoors 

• Weather conditions 
• Sale of alcohol 
• Timing of your event 
• Types of entertainment 
• Site characteristics 
• Audience pro�le 

(e.g.  children, vulnerable  
people, etc.)  

The �ndings of your Risk 
Assessment will help you to 
decide the number of stewards 
necessary to manage the 
audience safely throughout the 
duration of the event. The HSE 
Event Safety Guide (Purple 
Guide) will help you calculate the legally expected numbers and level of 
experience required. 

Small events may use volunteers as stewards; however larger 
organised events will be expected to hire professional stewards. It is 
the organiser’s responsibility to ensure that any steward employed has 
received appropriate training and has been briefed about their role. 
All stewards must be easily identi�able and be provided with a written 
brief for their duties and responsibilities. 

Do you have enough sta� to help get all your concessions, stall 
holders, artists and infrastructure suppliers onto the site safely and in 
time for the event opening? Do you have sta� who are able to give 
information to your audience on arrival at the event? Do you have 
enough stewards and security to deal e�ectively with an unforeseen 
incident? Do your sta� know how to safely direct the public away from 
danger if an accident happens? Are your sta� suitably trained and 
quali�ed to carry out their role? 

3.5  Security 

For large public events undoubtedly you will 
require a certain level of security sta�. You 
will need to calculate the level of sta� you 
require and the HSE Event Safety Guide (the 
Purple Guide) will help you do this. The levels 
required will be determined by circumstances 
such as attendance of VIP’s, high pro�le chart 
acts, the duration of the event, the presence 
of large amounts of money at the event or an 
onsite bar or allowing alcohol on site. 

In 2001 the Private Security Industry Act, 
which is managed by the Security Industry 
Authority (SIA) was brought in to raise 
standards of professionalism and skills 
within the security industry and to promote 
and spread best practice. Due to the 
implementation of the Act, organisers must 
employ security sta� that are registered 
with the Securities Industry Authority, more 
commonly referred to as SIA Security sta�. 

For further information regarding the Security 
Industry Act visit www.the-sia.org.uk 
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3.6  Criminal Records Bureau 

If you were a member of the public and attending the event with 
your children you would expect that the children’s workshop provider 
and entertainer had been checked as suitable for working with or 
supervising your child.  As the event organiser it is your responsibility 
to check this has been carried out satisfactorily.  This is for your own 
peace of mind and that of your audience. 

If your event has planned activities for children then it is important that 
you have employed the services of reputable companies. If a person 
or organisation is taking supervisory responsibility for any children then 
it is vital that the sta� have been checked by the Criminal Records 
Bureau (CRB). The CRB act as a ‘one-stop-shop’ for organisations, 
checking police records and, in relevant cases, information held by the 
Department of Health and the Department for Education and Skills. 

There are two levels of CRB check currently available called Standard 
and Enhanced Disclosures. The role of the Criminal Records Bureau is 
to reduce the risk of abuse by ensuring that those who are unsuitable 
are not able to work with children and vulnerable adults. If you or your 
sta� will be in direct contact with children or vulnerable adults at your 
event we recommend that you complete a disclosure application form. 
For further information regarding CRB or to complete an application 
form, visit www.crb.gov.uk 

3.7  Evacuation 

With your careful planning you will expect your event to go well and 
without any serious incident occurring. In the majority of cases this 
will be exactly how it will go. However, even with the best planning, 
circumstances beyond your control may impact on the event, such as 
the weather causing a temporary structure to collapse, a failed piece 
of equipment or badly discarded cigarette causing a �re. Whilst all the 
work you do to create your event management plan will help minimise 
the worst happening, what would you do if something did go wrong? 

Whenever a crowd of people is placed in 
a con�ned space (indoors or outdoors), 
a responsible event organiser will have 
an evacuation procedure in place in case 
something goes wrong. This will form part of 
your overall event plan. Often, in the case of 
indoor events, the premises will already have 
an evacuation plan in place. However, it is less 
likely that these will exist for an outdoor event, 
as each event is unique. 

The evacuation plan involves all of your event 
team especially your stewarding and security 
team. In the event of an evacuation they 
will be your front line sta� to guide and help 
members of the audience to a place of safety. 
Bear in mind that people within your audience 
may be a�ected by a range of disabilities, 
including epilepsy, impaired hearing, restricted 
mobility, visually impaired or have a medical 
injury etc. You need to ensure that their 
requirements are included in your evacuation 
plan.



13
Event Planning Guide 
Public Events 

3.8  Public Liability Insurance 

The purpose of Public Liability Insurance cover is to take care of your 
leagal liabillities as an event organiser if something should go wrong. It 
will be expected that you obtain this in time for your event. 

Public Liability Insurance protects you in the event of an unforeseen 
occurrence and a member of your audience is harmed in some way 
through a trip, slip, fall or other accident. 

You must produce this before the event takes place and you should 
seek advice from a recognised insurance broker. 

You should also consider that any equipment you hire is adequately 
insured against loss or damage. 

The minimum level of Public Liability Insurance cover for public events 
on council land is £5million. 

3.9  Traf�c Management 

•  Venue and location 

Events held on the Public Highway may require traf�c management 
which could involve road closures or certain restrictions. All traf�c 
management proposals must be approved by the Traf�c Management 
Section of Preston City Council and Lancashire County Council, who 

3.11  Medical Provision 

Appropriate First Aid, paramedical and 
medical provision should be provided for 
your event. Guidance should be sought from 
North West Ambulance Service and relevant 
voluntary groups such as St. John Ambulance 
or the Red Cross or any private event medical 
company. 

When planning medical provision, you need to 
consider:

will liaise with Lancashire Constabulary as 
and when appropriate. Therefore, it is 
important that you seek advice at • Audience pro�le
the earliest possible planning 
stage, from the Traf�c •  Weather 
Management Section to 

• Type of event ensure provisions can be 
made. • Planned activities 

• Expected audience attendance
3.10  Fire Safety 

You must make sure that you make provision 
You should  make sure for emergency vehicle access and egress 
that appropriate �re �ghting when planning your event layout. How would 
equipment is available at your emergency vehicles access your event site 
event, and that sta� are trained and quickly get to where they are needed? 
in its use. You should seek 
guidance from the Health and 
Safety Executive website or the 
Fire Service. 
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3.12  Communication 

E�ective communication is essential for your event to run smoothly 
and safely. Stewards and organisers must communicate during the 
event. Likewise, organisers must communicate with sta� working at the 
event. The facility for at least one management focal point should be 
made available to provide joint communication between participating 
organisations. Communication with the public is as important as 
communication between event sta�. This could be facilitated through 
a Public Address system. In the event of an evacuation, an e�ective 
means of communication must be available, this can form part of your 
evacuation plan. 

3.13  Temporary Structures 

Many events, large and small, require the installation of a temporary 
structure. Temporary structures can be anything from marquees and 
grandstands to stages and podiums. You should obtain appropriate 
safety documentation for your own purposes from the company 
providing the equipment, this must include: 

•  Risk Assessment 

•  Method Statement  (Details of how the supplier will carry out 
their work) 

•  Current Public Liability Insurance 

•  Company Health and Safety Policy  (from each of your suppliers) 

•  Certi�cate of Work Completion  (this lets you know that everything 
has been installed correctly for the event) 

3.14  Barriers 

There are many di�erent types of barriers, and 
each type serves a di�erent purpose. Barriers 
can provide physical security, they can prevent 
people climbing onto equipment, they can 
be used to prevent the build-up of audience 
pressure, they can create arenas, they can be 
used for queuing etc. You should always make 
sure that barriers are appropriate for their 
designated use. If you are unsure, you can 
seek advice from the supplier or the Council’s 
Events Section. 

It is the Event Organiser’s responsibility 
to obtain copies of all appropriate safety 
documentation. Barriers must be erected 
in strict compliance with Health and Safety 
legislation.

3.15  Toilet provision 

To ensure everybody’s wellbeing and comfort 
at outdoor events organisers need to provide 
a suitable number of appropriate toilets. As a 
general rule you will need to provide at least 
1 toilet per 150 people attending, though 
this will depend on the type of event. For 
example this number would be unsuitable for 
a wedding event or corporate dinner although 
perfectly acceptable for a community event or 
music concert. You will need to decide on an 
acceptable number for your event. 

Thought should also be made for any 
members of your audience who have 
disabilities and accessible toilets should be 
included at the event. Your toilet supplier will 
be able to advise you on the types of toilets 
available and the numbers required for a 
public event. 
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3.16  Welfare Facilities 

Welfare facilities should be reviewed to ensure that provision is 
adequate. Areas to consider include toilets, lost children, food and 
drink, marquee cover, lighting etc. It is expected that organisers will 
comply at all times with any regulations or laws laid down by statute. 

When using outdoor catering services, you must make sure that 
they are registered under the Food Safety Act 1990 and carry the 
appropriate Public Liability Insurance. 

3.17  Access for All 

You need to consider the needs of disabled participants and spectators 
when planning your event, particularly with your evacuation plan. 

You can seek further guidance about the Disability Discrimination Act 
from www.disability.gov.uk or www.hse.gov.uk 

3.18  PRS Licence 

The Performance Rights Society (PRS) is a non-
pro�t-making membership organisation of composers, 
songwriters, authors and publishers of music of all styles. 
The function of the PRS is to collect royalties, on behalf of 
its members, from music users in the UK. 

A PRS music licence is required by anyone using or 
intending to perform music (live, DJ, jukebox, TV, radio, etc.) 
in public and in venues. 

It is the organiser’s responsibility to obtain a PRS licence. 
Obtaining a PRS licence gives blanket coverage so that the 
licence holder does not have to seek individual clearance 
for every single piece of music used. For further information 
and an application form, visit www.prsformusic.com or 
telephone 0207 580 5544. A PRS licence does not replace 
the need for a TEN or Premises Licence if the venue you want 
isn’t already licensed. For further licencing information see 
page 19 

3.19  Information for your audience 

Information is crucial at any event and so 
the Event Organiser must make provision for 
suf�cient signage at the event venue. You 
must pay particular attention to emergency 
exits, entrances and car parks. All signage 
should be clearly visible, easily understood 
and lit in the dark. 

Any temporary direction or other signage 
on the public highway requires speci�c 
approval from the Highways Authority. You 
should seek guidance from the Council’s 
Traf�c Management Section at the earliest 
opportunity. 
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4.1  Environmental Issues 

Event Organisers must have regard for environmental concerns at 
all times. You should make sure that the venue is suitable for the 
proposed event, taking into account concerns of local residents such 
as litter and noise. Communication with the local neighbourhood is 
essential before your event to let them know about it and what they 
should expect.  This gives you an opportunity to lessen any fears and 
shows your respect for the local community.  It is the Event Organiser’s 
responsibility to ensure that the event site is left in the same condition 
as it was before the event. If the ground is damaged, you may be 
charged by the landowner for reinstatement. 

4.2  Sustainable Events 

Sustainability is about making positive and lasting changes in the way 
we use natural and human resources to improve quality of life for all; 
now and in the future. 

Waste management and recycling 
At your event look to use a sta�ed recycling service to ensure you 
maximise recycling and/or look to re-use materials and goods you have 
purchased to help minimise waste which goes to land�ll and maximise 
recycling at events. 

Material and product use 
Encourage all concessions to use bio-degradable or recyclable 
packaging for food and drink served at events. This signi�cantly 
reduces the waste which goes to land�ll, as these types of food and 
drink containers can be thrown directly into the food waste bins and 
will be used for compost. 
Encourage all suppliers to minimise any packaging brought onto event 
locations, and ensure that materials and packaging is recycled or 
reused wherever possible. Make the concessions responsible for taking 
their own waste away with them. 

Energy use 
Look to use renewable energy sources to power your event, wherever 
practicable. The use of recycled bio-diesel provides you with a 
cost e�ective green energy source and is available for many event 
generator suppliers now.  Look also to provide a central power access 
to all concessions in order to maximise renewable energy usage at 
events.

Another positive impact is to look at low 
energy options for event lighting and stage 
equipment etc This will reduce the amount of 
power needed at the event. 

Minimise disruption to local community 
Preston City Council respects the local 
environment and will ensure that local 
residents are informed about event activity 
and that the event organisers adhere to the 
event premises licence operating conditions 
re: Public Safety, Public Nuisance, Prevention 
of Crime and Disorder, and Protection of 
Children from harm. 

You can seek further guidance from the 
following sustainable event guide produced 
by the Department for Food and Rural A�airs 
(DEFRA) 

DEFRA Sustainable Events Guide            
www.defra.gov.uk 

All of Preston City Council  events activity 
will be expected to adopt the sustainable 
environmental hierarchy of the rethink, 
eliminate, reduce, re-use, recycle, and
dispose  (BS8901:2009 / DEFRA 2007).  

Sustainable Development is de�ned as  ‘an 
enduring, balanced approach to economic 
activity, environmental responsibility and 
social progress’ . (DEFRA 2007, LOCOG 
2010)
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5.1  Licensing 

Licensing is a legal requirement for many types of public events. 
The City Council’s event locations (Markets and some Parks) have in 
place the relevant licences to cover public events, called a Premises 
Licence. As an event organiser you will be able to make use of the 
Council’s Premises Licence although you will need to demonstrate to 
us how your event management plan will cover the four main licensing 
objectives. Visit www.preston.gov.uk/businesses/licensing/licensing-
public-registers/ for speci�c details of the council sites which are 
licenced.

•  The prevention of crime and disorder 

• Public safety 

• The prevention of public nuisance 

• The protection of children from harm 

If you chose to use a non-council venue, and the venue does not have 
in place a Premises Licence for your event activity then you will need to 
apply for one as the event organiser. 

Under the provision of the Licensing Act 2003, the sale of alcohol, 
provision of public ‘Regulated Entertainment’, or late night refreshment 
(i.e. sale of hot food or hot drink) requires an appropriate licence. 
Please ensure you allow enough time to secure a Licence with the 
Licensing Authority.  Preston City Council are the Licensing Authority 
in this area. 

‘Regulated Entertainment’ includes: 

•  Indoor sporting events 

•  Performance of plays 

• Films

•  Boxing or wrestling entertainment 

•  Live or recorded music 

•  Performance of dance or anything similar 

•  Provision of facilities for making music 

•  Provision of facilities for dancing 

For smaller events which do not exceed 499 
persons and which do not exceed 96 hours 
(i.e. four consecutive days) duration, you will 
be able to use a Temporary Event Notice. 
For events exceeding 499 people, you must 
obtain a Premises Licence. 

As a general rule, you will be expected to 
submit your Temporary Event Notice no less 
than 10 working days before the event and 
for a Premises Licence 28 days before the 
event. However it is good practise to allow 
much more time than this to ensure your 
Licence is granted. 

It is essential that you make early contact with 
the Council’s Licensing section to establish 
whether or not an application is required. 
Fees will apply. 

Further information on applying for licences 
can be found using the Preston City Council 
website and the following Licensing link 
www.preston.gov.uk/business/licensing/ 
licensing-act-2003/premises-licence/ 

or using the following contact details: 

Licensing Services 
Environmental Health Department 
Lancastria House 
77-79 Lancaster Road 
PRESTON 
PR1 2RH 

Email: licensing@preston.gov.uk 

Phone: 01772 906491 
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6.1  What is the Event Safety Advisory Group?

The Event Safety Advisory Group main purpose is to ensure that 
events in the city meet the best standards of public safety and event 
operatuins. It consists of representatives from the following agencies: 

•  Lancashire Constabulary 

•  Lancashire Fire and Rescue 

•  Lancashire Ambulance Service / NHS Trust 

•  Lancashire County Council 

• Health and Safety 

•  Highways / engineers 

• Licensing

•  Environmental health 

• Parks Management 

•  Markets Management 

• Events Team 

•  Estates 

• Trading standards 

• Works / Cleansing 

Representatives from associated event services, 
trade groups, voluntary groups, radio stations/media 
and other event service providers may be invited to 
attend as appropriate for certain events. 

6.2  What will the Event Safety 
Advisory Group Do? 

The group will assess the management 
implications of events planned in the City 
to ensure that organisers are aware of their 
responsibilities and to ensure the safety of all 
attendees at events. 

The group will advise on the legal and 
management implications of your event, to 
give you help and peace of mind. The Event
Safety Advisory Group will be an advisory service 
only and not an event organising service. 
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6.3 Event Safety Advisory Group                                             – Terms of Reference 

The Event  Safety Advisory Group is a group set up so that event 
organisers can register their event and gain health and safety advice 
from various organisations. 

As a minimum, the Group will be comprised of the following: 

• Events Manager (PCC) 

•   Health and Safety Manager (PCC) 

•  Lancashire Constabulary 

•  Lancashire Fire and Rescue Service 

•  Lancashire County Council 

•   North West Ambulance Service 

The Group covers all events held on council land. In addition, the Group 
will also advise on smaller events not on council land that are not 
covered by a temporary events notice. 

The types of event that the Group can be consulted on are as follows: 

•  Street parties 

•  Firework displays 

•  Fetes and country fairs 

• Festivals & Music Concerts 

•  Community Events 

•  Sporting events 

The Group’s main objectives are: 

•

 

To promote high levels of safety and welfare at events by 
giving advice. 

•

 

To promote good practice in safety and welfare planning for 
events.

The Group’s terms of reference include: 

• Ensuring that all members of the group 
understand their individual role. 

• To o�er advice on the planning of an event. 

• To ensure that organisers have taken the 
necessary measures to ensure the 
reasonable safety of the public. 

• O�er advice to organisers on risk 
assessments.

• Keep a record of the meetings and note 
actions arising out of them. 

• Where applicable hold a de-brief and 
make recommendations for future safety 
improvements.

• The group will meet as is necessary, but no 
less that every two months. 

• Processions
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6.4  Who to Contact 

Preston City Council’s Events Section 
The Guild Hall 
Lancaster Road 
Preston  
PR1 1HT 

Tel: 01772 903660 

Fax: 01744 903608 

Email: events@preston.gov.uk 

www.preston.gov.uk/majorevents 

6.5  Useful Publications 

The following is a list of useful publications, which give excellent advice about event safety: 

The Event Safety Guide  ISBN - 978 0 7176 2453 9 
Published by the Health and Safety Executive 

Guide to Safety at Sports Grounds  ISBN - 13: 978 0 1170 2074 0 
Published by the Stationery Of�ce 

Managing Crowds Safely  ISBN - 0_11_882132.6 
Published by the Health and Safety Executive 

Five Steps to Risk Assessment ISBN - 978 0 7176 0440 5 
Published by the Health and Safety Executive 

Managing Health and Safety – Five Steps to Success ISBN 978 0 7176 2170 5 
Published by the Health and Safety Executive 

The Regulatory Reform (Fire Safety) Order 2005 ISBN 978 185 1128 235                               
Published by the Health and Safety Executive 

Fire Risk Assessment - Open Air Events  ISBN 13: 978 1 85112 823 5                   
Published by HM Government 

Further information can also be obtained from the 
Health and Safety Executive website, www.hse.gov.uk                         

Sustainable Events Guide (DEFRA) DEFRA Sustainable Events Guide 
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