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Application to Hold an Event in the Borough of Lambeth

Parks and Open Spaces

Please complete this form with as much information as possible and as per the events guide, ideally return within the following timeline:

Small Events 3 months before the event date.  
Medium Events 4-6 months before the event date.  
Large Events 6-12 months before the event date.  
	1 Contact Details (Please note that the applicant named in this application form will be the main contact LBL Events Service)

	Name of Applicant:
	Title:
	First Name:


	Surname:

	Name of Organisation:
	

	Name of Event:
	

	Contact Address:


	

	Invoice Address:

(If different)


	

	Company No 

(if applicable)
	

	Charity No 

(if applicable)
	

	VAT Reg No
(if  applicable)
	

	E-mail address:
	
	Website:
	

	Tel. No’s:
	Daytime:
	
	Mobile:
	

	Is your organisation based in Lambeth?
	Yes / No*

	Name of Event Manager: (if different above)
	Title:
	First Name:


	Surname:

	Tel. No’s:
	Daytime:
	
	Mobile:
	

	Name of Event Management Organisation:
	


	2 How is the event Funded
	

	Please detail funding from commercial business, funding applications or sponsorship etc
	


	3Event Information

	3a Which venue would you wish to hire?
	

	3b Dates Venue Required

(inc Set-up and Breakdown)
	From       ------\------\-------

To           ------\------\-------

Times 
	3c Event Open to the Public:


	Dates:



	
	
	
	Times:



	3d Type of Event:
	Fun Fair/ Circus 
 FORMCHECKBOX 
 

Promotion/ Roadshow/ Media   
 FORMCHECKBOX 
   

Rally/ Protest
 FORMCHECKBOX 


Community/ Charity  Event  
 FORMCHECKBOX 
 

Other    
 FORMCHECKBOX 


Commercial

 FORMCHECKBOX 



	3e Details of Event:

(please specify all components, stalls, games, dog shows etc)
	

	3f Information Hotline
	

	3g Please indicate what part of the community this event is targeted at:
	

	3h Will the event site be enclosed by fencing?
	Yes / No*

	3i Have you ever had an application for an event refused?
	Yes / No*

	If yes, please give details:  



	3j Do you still own money to Lambeth Council for a previous event?
	Yes / No*

	If yes, please give details:  



	3k Will you charge an admission fee:
	Yes / No*
	If yes: Adults £______ Concessions £_____

	3l If you have any other requirements, such as an access key, access to toilets, water standpipe, or use of equipment (ropes, stakes, sports pitches, etc) please give full details including quantities: 



	3m Please give details of how you will promote this event (TV, Radio etc)
	

	3n Expected Attendance overall (approx):
	
	3o Expected attendance at any one time (if applicable):
	

	3p How will your attendees get to your event? Bus, Train, Car, Walk
	

	3q Describe how the event benefits the local environment and community
	


	4 Licensable Activities

	4a Please state whether the event will involve any music and/or dancing
	Yes / No*
	If yes, you must obtain a relevant regulated entertainment license

	4b Will food & drink be sold at the event:
	Yes / No*
	Type:
	

	4c Will alcohol be sold at the event:
	Yes / No*
	If yes, you must obtain a alcohol license

	4d Will you have marquees, staging or other temporary structures at the event?
	Yes / No*
	Type:
	


	5 Experience and Health and Safety

	5a Please could you give a brief summary of your experience as an event organiser? 
	

	5b Please could you describe any experience of delivering an event in a Lambeth Park or Open space?
	

	5c Please could you give a description of an event you have organised in the past including attendee numbers and size etc.
	

	5d Name of person responsible for Health & Safety: 
	(This must not be the main event organiser)


	6 We require this information to be provided to the council by all event organisers. In the list below, please tick to show which items of information you have included with this application form. 


	Document / Information Required   
	Included?
	Document / Information 
Required   
	Included?

	
	Yes
	No
	
	Yes
	No

	1. Site Plan
	
	
	11.  Child & Vulnerable adult protection statement
	
	

	2. Production & Event timetable
	
	
	12.  Lost child & Vulnerable adult procedure
	
	

	3. Risk Assessment
	
	
	13.  Transport infrastructure plan
	
	

	4. Proof of public liability insurance (minimum £5M)
	
	
	14.  Sanitary provision
	
	

	5.  Event Communication Plan
	
	
	15.  Food safety plan
	
	

	6. Security & Stewarding provision
	
	
	16.   Waste management plan
	
	

	7.  Crowd management plan
	
	
	17.  Environmental impact assessment
	
	

	8.  Emergency control plan
	
	
	18.  Access provision including Disability compliance
	
	

	9.   Fire procedures
	
	
	19.  Marketing plan
	
	

	10.  First aid plan
	
	
	20.  Equal opportunities statement 
	
	



If any of the information above is not included your application may not be considered complete. If this is the case, please explain when the information will be provided: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
	7 Referee Details Who can we contact as a referee regarding this event application (event client/ venue manager/ Council Officer etc)

	Name of Referee
	Title:
	First Name:
	Surname:

	Name of Organisation:
	

	Contact Address:


	

	E-mail address:
	
	Website:
	

	Tel. No’s:
	Daytime:
	
	Mobile:
	


	8 Fees and Payments



Hiring a Lambeth park or open space to hold an event will incur fees. Fees are charged based on the size of your event and the nature of your event. The processing application fee is a set, one-off charge to process your application, however other fees will vary. This application will not be processed without the relevant application fee.
Processing Application Fee: Set, non-refundable fee to process the application.

£25 

Community and Charity Groups 

£100 

Commercial Event Organisers 

£100

Promotion/ Roadshows/ Media Event organisers

£100

Fun Fairs and Circuses
Booking Fee: This is paid by the applicant once the event has been approved, in order to secure the date and venue. Non refundable.

Site Hire Fee: This fee is charged to hire the park or open space for your event. 

Build & De-rig Fees: This covers hire of the park or open space for any build or de-rig days (preparation and then removal) before or after your event. 

Grounds Deposit: To ensure any damage caused to the ground as part of the event is reinstated.  This is refundable providing there is no damage.
Environmental Impact Fee: This fee is used towards the investment in to the immediate open space infrastructure. This is non refundable.
For more information on our base fees and charges please contact the Lambeth Events Service for a fully itemised quotation.  All cheques should be made payable to ‘London Borough of Lambeth’.8 F
	9 Applicant’s Declaration


· I understand that my submission of my application does not mean I have the permission to hold the event and that I may be required to provide more information before the application is processed through the events protocols and finally granted permission with an issued Tenancy Permit. 

· I warrant and represent that I the undersigned have the full authority of my organisation/company to make this application. I certify that the information supplied is accurate. I will accept the undertakings requested by this application and guidance notes provided.

· I understand that false information supplied could result in being excluded for consideration to hold any event in a Lambeth Park or Open Space.

· I agree to pay all fees in relation to processing the application and as quoted by the Lambeth Events Service, this includes all charges and cancellation fees as outlined in the terms and conditions.  

· I understand that the council recommends that the event organiser does not announce press releases, marketing information or advertising for their event until they have received a confirmation of their Tenancy Permit and Hire Terms and Conditions. 
· I understand that the council shall not be liable for any consequential losses to the hirer however so caused.

· I certify that the organisation/company will comply with all requirements set out and within the times specified by Council Officers or representatives. 
· I certify that the organisation/company will conform to all legal requirements and abide by the terms of any licence agreement required for this event as well as the Terms and Conditions for hire of a Park or Open Space. A copy of these Terms and Conditions can be found at www.lambeth.gov.uk/eventsinparks 

· I also understand that it is a criminal offence, punishable by imprisonment, to give or offer any gift or consideration whatsoever as an inducement or reward to any servant of a public body and that such action will empower the Council to cancel any licence or Contract currently in force and warrant this application null and void.


Completed forms and processing fees to be returned to Lambeth Events, Phoenix House, 10 Wandsworth Road, London, SW8 2LL or emailed to events@lambeth.gov.uk 

	For office use only
Application Reference: ------------------------------------------------------

Date Application Received: ----------------------------------------------------


Guidelines for completing an application
The ‘Application to Hold and Event in the Borough of Lambeth Parks and Open Spaces’ form is divided in to 9 numbered sections. The following guidance notes correspond to those sections and explain how to complete the form. Please note that the application forms submitted without supporting information (see section 7) will not be accepted and you will be notified. 
1. Contact Details - These are the contact details for the main person & organisation responsible for the event. The name of your event or festival. If there are different details for your events manager (e’g. a contracted event production company), please enter the name and contact numbers for the event manager in the spaces provided. 
2. How is the event funded – Give details of where the money is coming from to pay for the event. This may be through commercial funding, community funding applications, corporate sponsorship etc. The London Borough of Lambeth in partnership with the Capital Community Foundation have created a fund under the wider Lambeth Community Fund in recognition of the contribution made by festivals and events to the local economy, creating a sense of identity and celebrating Lambeth’s diversity. For more information please speak to the Lambeth Events Service or check out our website. 
3. Event Information – This section provides a snap shot of the overall event details of your event. All questions must be answered. 

a. Which venue would you wish to hire? Enter the name of the park or open space you are applying for. If you do not know the name or location, please provide a clear description of the space you wish to use. 
b. Dates Venue Required? Enter the actual dates of the event including all the set up and break down dates and times. 
c. Event Open to the public? Enter the event opening dates and times for the public. 

d. Type of Event? Please tick one of the boxes to identify the type of event you are planning to organise. If it is other then please give more details of this section 3e. 
e.  Details of Events? In this section you are to explain in more detail all the components of your event including types of stalls, marquees, entertainment etc. The more information you provide will help to process the application quicker. 
f. Information Hotline? This is a public telephone number that should be advertised on your marketing information to allow members of the public to contact your event organisers on the days of the event with any complaints or issues such as noise or environmental problems that should be promptly addressed and logged. 

g. Please indicate what part of the community this event is targeted? Who is the event aimed at based on age, locality or specific community background or demographics. 

h. Will the event site be enclosed by fencing? If you answer yes, please give more details.

i. Have you ever had an application for an event refused? If you answer yes, please give more details.
j. Do you still owe money to Lambeth Council for a previous event? If you answer yes, please give more details.

k. Will you charge an admission fee and how much, please specify this amount.
l. If you have any other requirements, such as an access key, access to toilets, water standpipe, or use of equipment (ropes, stakes, sports pitches, etc) please give full details including quantities of this required. 
m. Please give details of how you will promote this event (TV, Radio etc). Also note that you should not promote or advertise your event until it has been approved and you have been given a Lambeth Events Tenancy Permit and any relevant licences. 
n. Expected Attendance overall? This should be an approximate number of which you plan for the full duration of the event. 
o. Expected attendance at any one time? This will be the maximum amount of people you are asking to have a tenancy permit for your event. 
p. How will your attendees get to your event? Bus, Train, Car, Walk, please give details on local transportation. 
q. Describe how the event benefits the local environment and community? This might include but not limited to: Workshops, local community groups, employment opportunities, enhance community cohesion, boost local economy, financial benefit to local organisations or projects.
4. Licensable Activities – Please indicate whether the event includes entertainment, alcohol, food traders or temporary structures. This is to alert the team if you are likely to need permissions not covered within the application to hire a park or open space. It remains your responsibility to ensure that all the necessary licences are obtained. 
5. Experience and Health & Safety – Provide details of a recent event that you have organised. Where possible provide as much information as possible. If you do not have event management experience, you may still be given permission to run a small event but it is unlikely you will be allowed to run a large or difficult event without previous experience or with professional support in place. 
6. Supporting Information – for each item listed, indicated whether or not it is included within the application. Items of information may be provided as individual documents or as part of an overall Event Management Plan. 
a. Site Plan – A visual plan of the location being requested, clearly showing how you intend to lay out the event, the boundary of the area being used and including all temporary structures, toilet facilities, generators, first aid posts, access routes and any other physical infrastructure.
b. Production & Event Timetable – A timetable from first entry to the site until the site is cleared after the event. This should include times of all the main phases of the set-up and clear-up, along with public opening / closing times and stage start / finish times.
c. Risk Assessment – The risk assessment should identify potential hazards and the risks associated with them during the set-up and during the event. For each hazard identified, you must then show what you intend to do to remove, minimise or control the risk from that hazard. The risk assessment should cover all elements of the event. There are many formats which can be used to complete a risk assessment and you can choose whichever suits you best. Most people find that using a matrix/grid structure helps them to work through the assessment. An example of a simple risk assessment template is attached in this guide. 

d. Proof of public liability insurance (minimum indemnity limit £5m) – This should be either a copy of your insurance certificates showing the policy number, valid dates and amount covered by your policy, or a letter from your insurer providing the same information. Please note that public liability insurance and employer’s liability is not the same thing.  
e. Event Communication Plan – Details of how you will communicate with members of staff, the public and with external agencies (such as the police). This should detail practical methods of communication and should show the structure of management for the event, showing the lines of communication between the top-level director and all the staff, agencies and audience.
f. Security & Stewarding Provision – Details of the numbers of stewards and security staff, the roles they will be delivering at the event, how they are managed and what times they are working. Also include information about any training and briefings to be provided for these teams. Security staff must be SIA trained and licensed and you should provide confirmation of this with details of what level of training the staff have. 
g. Crowd Management Plan – A description of how crowd movement will be monitored and controlled at the event including details of how the security and stewarding works, locations and types of control barriers in place and referring to the site plan for detail of entrances & exits.

h. Emergency Control Plan – Clear procedures showing how you respond in an emergency situation. This should detail evacuation routes and muster points, chain of command, and rendezvous points for emergency vehicles and arrangement for communicating important information to members of the public.
i. Fire Procedures – Details of the equipment and procedures in place to prevent or combat fire and ensure fire regulations are adhered to. This includes details of the people who are trained in fire procedures especially food traders. 
j. First Aid Plan – Description of the first aid provision at the event including numbers of staff and ambulances where applicable. 
k. Child & Vulnerable Adult Protection Statement – A statement of intent that explains what efforts you will make to ensure the safety of children and vulnerable adults at your event. You must give details of what effort you will make to remove risk of the abuse or mistreatment of children or vulnerable adults at the event and to take appropriate measures if event staff identify situations of abuse or mistreatment whether related to the event or not. 

l. Lost Child or Vulnerable Adult Procedure – A written procedure detailing how lost children or vulnerable adults will be reunited with their parents or guardians. This should include measures to protect the children or vulnerable adults involved and checks on identity of parents or guardians claiming responsibility for the child or vulnerable adult. This should also explain what action will be taken when a child or vulnerable adult is found without their parent or guardian. An example of lost child or vulnerable adult procedure is available from the events service. 
m. Transport Infrastructure Plan – This should outline the impact of the event on traffic and transport in the area of the event, as well as how vehicles will be managed within the event site. Items to consider include:

i. Outside the event:
1. Planned road closures

2. Parking restrictions

3. Public transport services available

4. Marketing messages – are you telling public not to come by car and giving public transport alternatives?

ii. Within the event site:

1. Stewarding control in place
2. Vehicle pass system in place

3. Vehicle entrance points and main routes through the site

4. Where will supply, production and trader vehicles park?

n. Sanitary Provision – Details of toilet facilities, hand washing points and any other sanitary provision at your event. An appropriate number of toilets must be provided at your event, for the anticipated number of attendees. The temporary toilet facilities provided must always include accessible, wheelchair friendly units.
o. Food Safety Plan – Information about how you ensure that any food provided at the event is prepared, stored, served and handled properly to remove the public health risk. This includes both food provided for the staff and any volunteers and food provided by caterers to the general public. If you have caterers serving food to the public, you will be expected to pass details of the traders to Lambeth’s Environmental Health team in advance of the event. 
p. Waste Management Plan – The event site must be left in the clean and tidy state it was found in. The waste management plan should give details of equipment and staffing in place to maintain the cleanliness of the site during and after the event. Also how waste will be minimised and disposed of with as little environmental impact as possible.
q. Environmental Impact Assessment – Events can have an impact on the local environment in a number of ways, so you need to identify what these possible impacts are and then show how you plan to protect the environment accordingly. 
      This assessment should consider the environment in terms of:

1. General Green Issues

a. Air Pollution

b. Recycling & Waste Management

c. Use of polluting materials and fuel

d. Wildlife

e. Lakes, ponds and waterways

2. Local Physical Enviroment

a. Grass

b. Trees

c. Pathways

d. Park Furniture

3. Community Enviroment

a. Noise

b. Light Pollution

r. Access Provision – details of infrastructure and communications in place to make sure the event is accessible to all. This must also include details of aspects of the event that will not be accessible to all and provide reasons.
s. Marketing Plan – Overview of how the event will be marketed including distribution of publicity, invites, PR campaigns and advertising. Examples of any publicity, adverts and press releases should be provided and have to be pre-approved by the Lambeth Events Service. 
t. Equal Opportunity Statement – A copy of your equal opportunities statement. This can be the statement already in place for your organisation if applicable or a statement for the event itself.  
7. Reference Details – You must provide at least one referee for your application. They can be an event client, a venue manager or a council officer or someone who has worked closely with you to provide this reference such as a previous employer or academic referee.
8. Fees & Payments – All applications are subject to an application fee and this section will detail the initial costs to process your application. Further fees will be quoted to you for the event booking and site hire charges. Guidance for these fees is outlined in the Lambeth Events Service Charging Framework included in this guide. 
9. Legal Declaration – Read the declaration and complete your details and sign in the box to show you agree with the statement and you understand what it means along with the Terms and Conditions for hire of a Park or Open Space. Your application will not be accepted if you do not do this. If you do not understand the declaration or anything within the terms and conditions please contact the events team. 



























Please sign here to confirm you have read and understood the above statement





Signed                ……………………………………………………………………………





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





Position in organisation/company           ……………………………………………





Registered Name of organisation/company         





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





Dated ………….(day of) …………………….……….. (month) …………………(.year )











