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Background

 


This book is
intended as a guide for those involved in, or seeking to organise
small to medium sized community events such as fairs, village fetes
and town centre celebrations

 


It is based on
my personal experience as Project Manager on a wide variety of
community events as well as Christmas Lights, Farmers Markets,
Continental markets and late night shopping events.

 


For 8 years I
worked closely with Council Officers, the Emergency Services and
Highways Agency.

 


No matter how
small or large the event many different agencies need to be
consulted or advised. If you have never had any contact with the
above it may appear at first that everyone is pulling in a
different direction but each has its own set of priorities. A
confrontational approach leads nowhere and the closer as a unit the
group is able to work, understanding and respect for each other’s
problems will grow. Everyone wants the event to succeed and a good
organiser will be able to mould the different elements into a
positive network.

 


This is what
worked for me and the relationships I forged with the different
agencies during my early years of event management stood me well as
different types of event developed.

 


There are 8
sections here and a few end with a short list of bullet points to
be covered in your Risk Assessment; others need no more
explanation. Some Councils may require you to complete their own
form so I have not included any templates. However by following the
guidelines here you should be able to provide all the information
that is requested.

 



Introduction

 


Up to about
2003 or 2004 most community events up and down the country were run
by an army of enthusiastic amateurs. Then almost overnight the same
people were asked to submit event plans and risk assessments to
their local councils for approval to run an event. These were often
events that had been run successfully for many years previously
without any accident or major mishap. About this time Public
Liability Insurance also became a major issue.

 


These twin
requirements resulted in a wave of traditional community events
being cancelled; in some cases never to return. The people that had
been happy to run events without payment or reward found themselves
unable to cope with the paperwork and bureaucracy that had to be
completed.

 


The organisers
faded away and it was some time before new people arrived to take
up the challenges. There came a sudden realisation amongst the law
makers that in their pursuit of safety they had pushed the ordinary
man a bit too far; and their attitude towards events and the
organisations that worked to stage them had to soften.

 


From 2001 until
2005 I had been the Project Manager for my own town’s annual free
Fun Day staged in the first week of June. This attracted over
10,000 people into the town centre. At the beginning we just
followed our own plan but this also become hostage to the new raft
of safety measures which had been introduced.

 


In 2004 I took
the most unpopular decision of my entire career by cancelling the
town’s Medieval Night. This was a late night shopping event in
November with stalls, entertainment and a fair to kick-start the
Christmas season and was closed with a fireworks display.

 


After an
initial consultation with the Police Logistics and Traffic Officers
I received a three page preliminary list of things that had to be
in place to ensure the event ran risk free. This was set out in
general terms as the devil was in the detail to follow. This was
typical of the environment in which many event organisers had to
work at that time.

 


The safeguards
that had to be put in place were outside the ability of a small
team of volunteers. That letter remains on file to be shown to
anyone who wants to complain about the cancellation or thinks they
could do better. The evening has recently been revived but on a
much smaller and reduced scale.

 


In 2005 I was
asked by the Council team responsible for licensing community
events to give a presentation to organisations around the county
who could benefit from my experience. As part of her introduction
the Council Executive Officer for Community Affairs admitted that
neither herself nor her staff had ever organised as much as a teddy
bears picnic; yet these were the very people who were now
responsible for giving the green light or otherwise to people who
had been running community events for years.

 


Fortunately by
2007 when the town’s new Christmas Lights were due to be switched
on at the end of a two day Continental Market the teams at the
Emergency Services and Council Departments had become more
sympathetic to staging events. There was more evidence of a wind
change against the draconian measures of the previous two
years.

 


This was just a
microcosm of what had been happening all around the country. Local
papers were full of traditional events being cancelled through the
application of Health and Safety measures by over zealous
officials. The ordinary person did not understand that the measures
required by police and insurers were there for their own protection
and were quick to add their own voice to that of frustrated
organisers. Officials were frightened to make a decision in case
something went wrong and always erred on the side of caution; some
might say to an overwhelming degree.

 


Both sides
realised that the only way forward was closer co-operation which
would ensure that events were run in such a way as to minimise all
risks and prevent any accidents that could arise if safety measures
were not in place.

 


Today everyone
is aware that no event can go ahead without a plan and the
preparation of a Risk Assessment. This is not a weapon with which
to beat the organiser around the head but a means of identifying
where things could go wrong and minimising the chances of accidents
happening.

 


It is a case of
being prepared. Similar to a business plan submitted to the Bank to
support lending a Risk Assessment is a means of setting out any
problems that might occur and thereby establishing that you are
aware of them and can react to them in a positive way if
required.

 


The Venue

 


Venues can be
easily separated into two distinct types – enclosed and open
air

 


Enclosed venues
include such buildings as community centres, village halls,
theatres, and natural parks with a recognised border or wall such
as the grounds of castles and stately homes.

 


Many of the
problems that might occur during an event held at such a venue have
most probably already been identified by the owner of the site and
covered within the hire terms. This would include entrances and
exits especially fire exits and evacuation procedures, audience
capacity, parking arrangements, lighting, heating, storage and
insurance cover.

 


The owner or
company hiring out such a venue would normally have already been
subject to an inspection by the appropriate licensing authority as
well as agencies such as the Fire Service.

 


However much of
what follows is also relevant as it is important to check that the
person from whom you have hired the venue has already identified
and resolved any potential for problems. They would have explained
to the person hiring the venue what is expected of both parties and
this should be made clear within the terms of the hire
agreement.

 


The second type
of venue is one that is not so easily defined such as town centres
and open fields where temporary fencing or an enclosure is to be
erected. The majority of town centres in the UK fall into one or
other style. The first is the linear high street which was
historically a major trunk road and been populated over the years
with houses and small businesses along both sides. High Streets
such as this have side roads leading off but is intended that most
traffic will flow both ways along its length.

 


Just as typical
are town centres built around a town square with roads leading off
and forming a variety of entrance and exit points for both road
traffic and pedestrians. This style of town centre is by far the
most difficult around which to plan an event owing to the many
possible combinations of road user mix.

 


The first thing
to do is to obtain a good map of the area showing both venue and
roads in and around which the event is to be held. This will
instantly highlight all obvious access problems.

 


Even with a
graphical view and even if you know the town or the proposed event
site well, always go and look at it with a different set of eyes.
The village green will look an idyllic setting for your ‘country
fayre’ or folk concert; and the town centre already a busy
commercial hub, will be enhanced by Christmas decorations and
lights.

 


However, try to
visualise what these sites will look like with thousands of people
milling about more intent on enjoying themselves than being aware
of traffic and natural hazards.

 


All events
would run as smooth as silk if it were not for the general public.
The public do not want to be told where to go, what to do and how
they should behave; they want to enjoy themselves. The task of the
organiser is to make sure that the public do enjoy themselves
without being placed in potentially dangerous situations.

 


This first
cursory view should make you aware of the many inherent risks in
running an event where people and traffic mix; and how a normally
risk free environment can pose a multitude of hazards and accidents
waiting to happen when crowds descend. All you have to do is to
minimise the risk of such accidents occurring.

 


Risks: Map
showing obvious natural hazards such as major transport routes,
rivers and local traffic systems.

 


The
Organisation

 


At a very early
stage there is normally a guiding committee in place. A group of
people have decided upon an event and where it will happen. It is a
normal progression for this group to begin with a large number of
well meaning individuals and then slowly melt away to a couple of
people on whom the whole event is dependant. Decisions on safety
and risk reduction cannot be left to one or two people.

 


The licensing
authority or whoever is there to grant permission for a public
event to take place wants to see a named organiser. That person is
their point of contact; that’s where the buck stops. The committee
is responsible for appointing the Project Manager and ensuring that
he follows the agreed plan.

 


(The Project
Manager is referred throughout as a ‘he’ – they could of course
just as easily be a ‘she’ as is often the case, but it makes this
easier to write.)

 


Events of one
or more days duration are usually the brainchild of one person
within an organisation. They may have their light bulb moment and
then fade into the background leaving others to make their dream
become real. They may take the lead.

 


However in most
towns major community events stem from the local council. It may
seem perverse but permissions for alcohol or entertainment licenses
needed for an event have to be sought of their own legal
officers.

 


From this
initial promotion a committee has to be formed consisting of a
representative from all interested bodies. On this committee you
might find councillors, council officers responsible for
entertainment and publicity, sponsors, local community groups,
local charities who may be the beneficiaries of the event, the
local media and volunteers from the general public. Representatives
of the emergency services, Highways Agencies and other specialist
organisations will be invited as and when required to contribute to
the running.

 


This is the
guiding or steering group to which the organiser is responsible and
to who he must report and from where he will get his remit.

 


From experience
most members of the committee never do anything more than attend
meetings. A few will get actively involved in the preparation
leading up to the day; the majority of the committee will however
be there on the day as stewards.

 


It is essential
that all the organising is not left to one person. The lead needs
help and he should look as to how he will arrange the division of
labour. He needs to have at least three deputies whose areas of
responsibility are clearly defined.

 


The main and
most important area is safety. This covers management of road
closures, traffic management in and outside the event area, first
aid, alcohol and anti-social activity and liaison with the
emergency services, especially the police. Most of these should be
undertaken by the organiser himself with an assistant as they are
the most important functions to ensure a safe event.

 


The next area
of concern is entertainment. If you have live music then performers
have to be able to get in and out safely and have somewhere to
park, power supplies kept safe and the music levels and general
noise kept under control.

 


There may be
other main activities but someone also needs to ensure that stall
holders set up where they are instructed to avoid any obstruction,
have the necessary certificates and keep the area around them free
of litter.

 


Stall holders
should have their own risk assessments, insurance and health and
hygiene certificates if appropriate. They are responsible for
collecting up their own litter and providing washing facilities. If
they use any
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