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St.Helens Parks and Open Spaces 

Event Application Form 

Data Protection & Customer Consent 

By signing this form, I, the data subject, understand and agree that the information submitted will be shared across all relevant departments within St.Helens Council, the Emergency Services and the St.Helens Events Planning Group.  

Name of Event:……………………………………………………………………………………………….
Setup Days …………………………………………………………………………………………………...
Event Date/s & time …………………………………………………………………….………………….

Take Down Days …………………………………………………………………………………………….

Venue (name of park or open space where you would like to hold your event):

.……………………………………………………………………….…………………………………………
Section 1 – Organiser Details 

Name of organisation/business:…………………………………………………………………………...

Event organiser/s:…………………………………………………………………………………………….

Contact address:………………………………………………………………………………………………
…………………………………………………………………………………………………………………..

Postcode:……………………………………

Tel No:………………………………………

Mobile No:……………………………………


E-mail address:………………………………………………………………………………………………
Site Manager, if other than the above:…………………………………………………………………….

Section 2 - Event Details

Brief description of event/activity: ………………………………………………………………………………………………………………….

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

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

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

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

Is this a (please tick one box only)
[image: image2.bmp]Charity/Fundraising event



Community event


Public Information event 



Religious Event 

Private

For Charity Event - Name of Charity:……………………………………………………………………….

· Charity Registration Number…………………………………………………………………………….
· Will all income raised go to the Charity concerned?


Yes
        No


If no, please give details:
………………………………………………………………………………………………………………….………………………………………………………………………………………………………………..

· Date/time to enter site for preparation:…………………………………………………………………

· Start/finish  time each day(during set up)..……………………………………………………………

· Date/time the site will be vacated after the event:…………………………………………………….

Target Audience (e.g. – families): ………………..…………………………………………………………
Estimated Attendance: ……………………………………………………………………………………….

Section 3 - Event Infrastructure 

Do you intend to utilise or permit any of the following infrastructure / attractions at the event? If so, please tick the appropriate boxes (some of these may not be permitted at all sites).

Marquees







Fireworks

Staging







Laser/lighting effects

Generators







Live Music

PA System







Alcohol

Catering (incl BBQ’s)





Raffle / Draw

Barriers / fencing





Animals

Fairground equipment





Other: (please specify)


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


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


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


Pre/post Event Site Meeting


Prior to your event set up we have to carry out a ground inspection to assess suitability of the ground and the current ground conditions.  We must also carry out an inspection within five days of you vacating the site, to assess any damage.   The event manager must be present at this meeting.  Please contact the relevant Area Landscape Manager to arrange this:

Sherdley, Sutton, Queens, Thatto Heath, Taylor, Nanny Goat, & Victoria Park


John Boden, 01744 676118, johnboden@sthelens.gov.uk

Bankes, Mesnes,  Gaskell Park


Gary Stevens, 01744 674300, garystevens@sthelens.gov.uk

Public Liability Insurance

Event Organisers are required to hold a current policy of Insurance in respect of Public Liability or Third Party risks (including products liability where appropriate).   The Council’s standard is £10million.  On some occasions, when this can be demonstrated as sound and where the associated risks are lower, a lower insurance may be accepted.  Under no circumstances shall this be less than £5 million.

Organisers are to be responsible for ensuring that any individual participant in the event has an adequate up to date Public Liability Insurance Policy.
Do you have Public Liability Insurance?

Yes
       

 No

Please state value: £………………………………

Company / Insurer…………………………………………………………………………………………….

St Helens Council will require a copy of your Public Liability Insurance certificate prior to your event; this must be in date for your event.  Failing to do so may result in consent being withdrawn.   

Crowd Management
How will you manage the expected crowds?


External company Stewards


Volunteer Stewards
Please outline how many stewards you will have at your event and how these will be identified.  You may attach a separate stewarding plan if necessary.

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

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

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

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

Car Parking

Please outline the car parking arrangements for staff and public at your event, including any charges

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

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

Communication Systems

How will staff communicate with each other during the event? i.e. using radios or mobile phones.

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

…………………………………………………………………………………………………………………..
How will you communicate with the public during normal operations and in an emergency situation? i.e. loud halers, stewards, staff, PA system

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

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

Welfare Facilities

Please outline facilities available for:

Staff / participants (e.g. rest rooms, toilets, refreshments)

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

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

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

Visitors (e.g. catering outlets, toilets, car parking)

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

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

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

Will any of the following factors have an influence on the visitor numbers at your event?

Weather ……………………………………………………………………………………………………….

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

Promotion ……………………………………………………………………………………………..……..

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

Time of Day …………………………………………………………………………………………..………

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

Vehicle Movement

Please outline your procedures for vehicle movement restrictions and how this will be enforced.

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

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

Traffic Management
Do you anticipate the need for:


Road closures




    Traffic diversions


On street parking restrictions 
               
    Car park/parking bays closures

If you have ticked any of the above please provide full details of locations, dates and times.  You may attach a separate traffic management plan if necessary.

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

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

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

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

If a formal traffic order is required, then please allow at least 6 weeks notice.

Waste Management

Please state how you will manage all waste during and after your event, include details of bins, skips, recycling and litter picking. 

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

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

Fire Fighting Equipment
Please outline what fire fighting equipment will be at your event and who will be responsible for that equipment.

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

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

First Aid

Who will be providing First Aid at your event?

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

Health and Safety Arrangements

The overall co-ordination of the event is the responsibility of the event organiser.

​​​………………………………………………………………is responsible for liasing with Emergency Services, Stewards and contractors to ensure that safety procedures are understood and followed.

………………………………………………………………is responsible for maintaining the Accident book for the event.

………………………………………………………………is responsible for monitoring all erection and construction of temporary structures and that they conform to specifications outlined in documentation.

Please identify the roles and responsibilities of staff at your event

	Name
	Role and Responsibilities
	Contact Number

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Emergency Procedures

Please outline the procedures that you would undertake in case of an emergency at your event please include the evacuation procedure and how this would be implemented.
Method of raising the alarm……………………………………………………………………………....

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

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

Communication Network…………………………………………………………………………………...

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

Rendezvous Points…………………………………………………………………..……………………...

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

Staff Roles and Responsibilities during an emergency……………………………………………..

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

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

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

Additional Requirements

Please add a map of the event to this plan.  

The map should include:

· Layout of the site, 

· Entry and exit points for vehicles and pedestrians

· First Aid

· Positioning of attractions

· Positioning of stewards

· Car parks

· Context of site to roads

· Emergency vehicle route

· Evacuation route

If the map does not include these items then it could delay event approval.
I have enclosed, where necessary, the following:

Documentation
  Yes          No






Insurance for Event organiser



Traffic Plan                                                                 


Site Plan/Route Plan
 

Copies of Licenses/Temporary

Event Notices

Risk Assessment


Timetable of activities



Funfair documentation

If you have answered no to any of the questions, please give details why:
………………………………………………………………………………………………….

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

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

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

Risk Assessment Form
Activity:


Date:




Signature:



Print Name:


	(1) Hazard


	(2) People Affected

	
	

	(3) Controls in Place or Further Work Required to Control Risk




	(1) Hazard


	(2) People Affected

	
	

	(3) Controls in Place or Further Work Required to Control Risk




	(1) Hazard


	(2) People Affected

	
	

	(3) Controls in Place or Further Work Required to Control Risk




	(1) Hazard


	(2) People Affected

	
	

	(3) Controls in Place or Further Work Required to Control Risk




	(1) Hazard


	(2) People Affected

	
	

	(3) Controls in Place or Further Work Required to Control Risk




	(1) Hazard


	(2) People Affected

	
	

	(3) Controls in Place or Further Work Required to Control Risk




	(1) Hazard


	(2) People Affected

	
	

	(3) Controls in Place or Further Work Required to Control Risk




	(1) Hazard


	(2) People Affected

	
	

	(3) Controls in Place or Further Work Required to Control Risk





Terms and Conditions of Use

1. You must prepare a site layout plan of were you intend to position your event/activity within the park/space.  

2. For larger events/activities were your own vehicles will require parking, you must include this as part of your layout.  

3. You must NOT open the park gates to allow general vehicular admission to the site.  Should this occur, the booking would be cancelled with immediate effect.  No refunds will be made.  The safety of individuals on the site is paramount.  The venue will still be operational as a public park/open space whilst your event is in progress and we have a duty to ensure they can safely navigate the site whilst they are there.

4. You MUST produce your own stewarding and security plan for the event/activity whilst you are in the park.

5. You must NOT connect to ANY amenities whilst in the venue.  This includes, water, electrical connections or street furniture.  
6. When promoting your event, do not attach any promotional materials to street furniture or on the Public Highway.  Offenders will be prosecuted by our Highways Inspectors. 

7. You will be allowed to promote your event/activity within the venue and through our own websites and social media outlets.  Please ensure you send all necessary promotional information to; events@sthelens.gov.uk and we will share on our social media.
8. You will be responsible for your own litter collection and removal whilst on site.  This can be arranged through our own cleansing services but will be subject to a charge.  Please let us know if you wish this to happen.  Should litter be left on the site unattended, and the health and safety of site patrons is compromised, then the Council will clear the site and issue you with an invoice to cover the costs.

9. You will also be responsible for the ground you occupy on site.  It is in your own interest to ensure the venue is treated with respect and that ground is not damaged unduly.  Again, should this occur, the Council will issue you with an invoice to cover any ground reinstatement fees. 

10. If your event features fairground attractions, you must send copies of the ADIPS and Insurance for each individual attraction to the Events Team for approval.  Failure to submit this documentation will result in this attraction being withdrawn from your application.

11. You MUST provide details of any catering facilities that will be at the venue.  All catering units must fully comply with the requirements of the Food Safety Act 1990.

12. Your event/activities must not cause any nuisance or annoyance to other park and open spaces users or St.Helens Council.

13. The nature of the event should not adversely affect pedestrian flows, public safety, the general environment or the interests of surrounding residents.  Structures that are deemed too large for the site and location will not be allowed.

14. You are responsible for all aspects of the event including: crowd control, site set up, health and safety etc.

15. Applicants are required to abide by the Council’s established event planning procedures where necessary.

16. The use of loud speakers and amplification equipment may only be used with the written permission of St.Helens Council’s Events Team.

17. The use of generators is permitted, although they must be located away from any source of ignition.  All generators must be fenced to stop unauthorised access.  Generators must be diesel, ultra silent with a noise level of less than 50dBa.

18. A £25 administration fee is required with your application.  Failure to pay the application fee will result in your application being withdrawn.  Hire fees must be paid at least two weeks prior to your event.
19. The event is subject to all fees being paid in full and, the production of all necessary supporting paperwork, PRIOR to set up on site. 

20. You must make sure that your event has the appropriate license before the event is due to take place. If you have any questions regarding licensing, please contact the Council’s Licensing department – generallicensing@sthelens.gov.uk 
21. Events, Health and Safety and Environmental Protection Services may inspect the site.  Their recommendations must be implemented prior to the commencement of any event.

22. Bookings will be considered on a first come first served basis, providing the proposal meets the standard criteria.

23. St.Helens Council reserves the right to refuse any application or to cancel or withdraw any consent at any time, including the day of the event.

24. St.Helens Council reserves the right to close any event that does not comply with these or any other issues arising from Health and Safety breaches.

25. St.Helens Council will not be held responsible for any loss, damage, injury or third party claim arising from or through or in any way connected with the occupation of the property.

Public Liability Insurance

In order to hire space for your event you must have Public Liability Insurance.  The Council’s standard is £10million.  On some occasions, when this can be demonstrated as sound and where the associated risks are lower, a lower insurance may be accepted.  

A copy of your Public Liability Insurance Certificate must be provided to St Helens Council’s Events Team prior to your event.  This must be current at the time of your event.

Fees & Charges for Parks 2021

Commercial Events  

	Event Hire
	No of estimated attendees
	Application fee
	Hire of land fee (per day)
	Rig / Derig fee 

(per day) 
	Refundable Ground bond

	Small
	50 – 200
	£25
	£500
	£100 
	POA

	Medium
	201 – 999
	£25
	£1500
	£100 
	POA

	Large
	1000 – 4999
	£25
	£5000
	£100 
	POA

	Major
	5000 – 9999
	£25
	£10,000
	£100 
	POA

	Major+
	10,000+
	£25
	£15,000
	£100 
	POA


Community (profit making)

	Event Hire
	No of estimated attendees
	Application fee
	Hire of land fee

(per day)
	Rig / Derig fee 

(per day)
	Refundable Ground bond

	Small
	50 – 200
	£25
	£0
	£0 
	POA

	Medium
	201 – 999
	£25
	£75
	£25 
	POA

	Large
	1000 - 4999
	£25
	£150


	£25 
	POA


Community (non-profit) Schools, Clubs, Charity, internal applications

	Event Hire
	No of estimated attendees
	Application fee
	Hire of land fee

(per day)
	Rig / Derig fee 

(per day)
	Refundable Ground bond

	Small
	50 – 200
	£25
	£0
	£0 
	POA

	Medium
	201 – 999
	£25
	£0
	£0
	POA

	Large
	1000 - 4999
	£25
	£100
	£100
	POA


Circus

	Application Fee
	Hire of Land Fee (cost per day)
	Rig / Derig fee 

(per day)
	Refundable Ground bond

	£25
	£500
	£25
	POA


Refundable Ground Deposit 

Events can cause damage to the land they use within parks and the Council requires hirers to pay a refundable bond which the Council can use to reinstate areas should damage occur. It is proposed that this bond is calculated on a site by site / event by event basis as small events present little or no risk of damage where as a large event introducing large numbers or vehicles / plant to parks can cause considerable damage. The value of this bond will be set by the Operations Department.

Declaration

I certify that, to the best of my knowledge, the above particulars are correct.  I have read the terms and conditions of use for St.Helens Park and Open Spaces, and agree to abide by them at all times.  

I also hereby indemnify St.Helens Council against claims, costs, losses, damages, liabilities and expenses (including personal injury and claims of Third Parties) arising from or through or in any way connected with the occupancy of the property.

Signed (must be the event organiser……………………………………………………….

Print Name…………………………………………………………………………………..

Date……………………………………………………………………………………………..

If you would like to enquire about adding your event to the St.Helens ‘What’s On Guide’, please email the details of the booking to – events@sthelens.gov.uk
All documentation must be produced at least 28 days before the Event. Failure to comply may result in the council refusing to grant permission for the holding of the event.


If you agree for your event to be promoted on our website, please tick the box 

If you would like to have your event posted on our social media, please email your marketing material to events@sthelens.gov.uk
Please return your application form and supporting documents to events@sthelens.gov.uk
�

















To be retained by applicant
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