Haringey Parks

Small Events Guide

Introduction

These guidelines are to assist people who want to hold a small event in a Haringey Park.  Typical examples of small events are:

· A non-commercial organised  run or walk with less than 100 participants

· A picnic for less than 100 people

· A community sports competition including a schools sports day  

· A performing arts event with an audience of less than 100 at any one time

For all other events please refer to the Haringey Parks Events Guide
The Small Events Guide contains: 

· The licensing Act 2003

· How to apply for permission to hold a small event 

· Fees and Charges

· Assessment process of your application
Licensing

Under the Licensing Act 2003 events a “Temporary Events Notice” is required where there is a supply of alcohol, and / or where there is ‘regulated entertainment’ and the expected attendance is less than 500 at any one time. Outdoors regulated entertainment includes:

· A performance of music

· Any  playing of recorded music 

· Performance of dance

· Performance of a play

Application for the licence must be made to the Haringey Licensing Team by the event organiser – telephone 0208 489 8232.  No public notices are needed for this licence, however, we advise that you to apply at least 3 weeks prior to the event.

Licence application forms with full guidance notes and charges can be found on line at: www.haringey.gov.uk/licensing. 

Fees and Charges

Charges for small events are usually nominal. In addition to any event fee you will have to pay for any services that we provide, for example, marking out in the case of a sports event, and removing your bagged waste from site. The Hirer is responsible for waste and litter collection. Additional charges will be made for any uncollected or un-bagged litter left on site after the event. 

How to apply for permission to hold a small event in a Haringey Park 

Contact us for an event pack at: Customer Services 020 8489 5662 or email parkscustomercare@haringey.gov.uk. 

You are also required to submit an ‘Event Safety Management Plan’. Please refer to the event guide downloadable or received by post as part of your event pack. 

For a small event your management plan may be brief but must demonstrate that you are planning a safe event. Complete the application form and return it with your outline Event Safety Management Plan by post to the address on the application form.

With the exception of Haringey school and colleges all applicants must sign and return our ‘Terms and Conditions’ document with the application form.

Please ensure that you return the following: 

· Outline Event Safety Management Plan

· Completed Application Form 

· Signed Terms and Conditions (not Haringey schools)

· Events Safety Checklist

How the Council will assess of your application

The assessment criteria include:

· The suitability of the proposed park for this type of event.  Does the event fit in with our Events Strategy and our general management aims for the Park?

· Does the proposed event clash with another event in the park or in one of the neighbouring parks?

· Is there a major event taking place in the area at the same time? 

· Is the event a public event?

· Are the management arrangements, that is, the Event Safety Management Plan, satisfactory for this event?

· Are the Health and Safety arrangements, including the broad identification and management of risk, suitable and sufficient?

· Has enough time been given from submitting the proposal to the actual event date? 

· Have previous events been managed satisfactorily by this organisation?

· Are the Parks Management and Local Ward Councillors, satisfied concerning the suitability, public safety and policing requirements for the event?

· Is the proposal for a one-off event or for a series of events?

· Does the frequency of events in the proposed location adversely affect park users, residents, local businesses, etc?

· Is there any planned maintenance or improvement works in the parks that will clash with this event?

Approval 

We will write to you to tell you the result of your application. If your event is approved it will be conditional upon receiving the following:

· Return of the ‘indemnity form’, included in the approval letter

· Confirmation of the name and contact details of the Event Co-ordinator

· Final developed Event Safety Management Plan that includes a risk assessment for the event – see Events Guide for Risk Assessment guidance.

· Site Plan

· Copy of your Public Liability insurance certificate

· Payment of fees

Pre-event meeting(s)

A pre-event meeting will be arranged up to 3 weeks prior to the event start date. The meeting will attended by event representatives and parks management. 

Post Event site meeting

This will take place at the first opportunity following the event, where the park’s manager will check the site for damage or refuse not picked up. Following this a costs bill to cover site damage or to cover litter collection may be sent.

General Park Rules

All event organisers are expected to comply with the following:

· Provide the Park with evidence of your competence at organising events in the form of an Event Safety Management Plan, including a risk assessment.  Please refer to the Haringey Parks Event Guide,
· All hirers except schools must sign and return our ‘Terms and Conditions’ document with the application

· The organisers of most events must take out public liability insurance of £2,000,000 per incident,

· Adhere to the route / Event Safety Management Plan / site plan agreed prior to the event 

· Provide adequate stewards for the event.  Runs, rides and walks will be expected to provide stewards at road crossings for example,  

· Make arrangements for first aid,

· Put all litter into litter bins or take your waste away with you.

Event organisers will not be permitted to do any of the following:

· Affix items to trees

· Affix items railings, fences or other structure in the Park without permission

· Cook or barbecue any food in the park without written approval from the Council 

· Light any fires, e.g. flaming torches

· Allow glass containers on site

· Let the event interfere with any other Park users or obstruct other park users

· Hand out literature other than from a fixed location (eg a stall) within an event, if so permitted

· Do bucket collections or similar, i.e. solicit donations from park visitors

· Balloon releases

· Pyrotechnics, lasers, smoke/fogs, fireworks displays without the written approval of the Council.


