
 

Thamesmead 50th Fund 

 

Guidance when planning events in public spaces 

The Thamesmead 50th Fund can be used to fund small scale events such as street parties, 

picnics, workshops and other outdoor gatherings. While all events that we fund will be 

independent of Peabody, we still want to make sure that you and all of your guests and/or 

participants are safe well looked after.  

This document provides some guidance on how to plan an event to make sure that everyone 

is kept safe, and it outlines what we will ask you to do as a recipient of the funding. 

Anyone who receives funding to run an event (both outdoor or indoor), will be required to 

complete and carry out the following: 

Requirements for all funded events: 

 You will need to purchase your own public liability insurance for a minimum value of 
£5m. We will cover the cost of the insurance by adding it onto your grant and we will 
provide you with a list of insurers where this can be purchased.  

 You will need to complete a simple risk assessment for your event. A template is 
included at the end of this document so you can see what sort of questions you will 
need to answer.  

 You will need to produce a simple event management plan which sets out all of the 
things you will have in place before your event starts. The diagram on page 3 of this 
document provides a good starting point on what to consider.  

 Both your risk assessment and event management plan will need to be reviewed by 
our health and safety teams to ensure all safety aspects have been considered. We 
will review these for you in good time, but you will need to produce them at least 
three weeks before your event. 

 If you are holding your event on land that does not belong to you, you may be 
required to sign an access licence. This is a legal document which will give you 
permission to carry out an event on someone else’s land. We will let you know if this 
is applicable to you when we review your application.  

 All events funded by the 50th Fund will be independent of Peabody and we will expect 
your event to go ahead without Peabody staff being present. However, if we feel that 
your event may need extra support or could benefit from staff being present we will 
discuss this with you in advance of your event.  

 You will be responsible for all site clear up, including clearing away all rubbish and 
leaving the site as you found it. If enough notice is provided, we may be able to help 
with simple rubbish clearance if it is bagged up and easy to collect.  
 

Safety considerations when planning your event: 

People – think about who you need as part of your team: 

 Management team  

 Stewards  

 Other staff members  

 Contractors  



 Volunteers  

 Expected crowd size  

 Crowd behaviour  

 Entry controls  

 Traffic control  

 Contingency plans  
 

Event – think about all the different elements that will be part of your event 
 

 Nature of event  

 Required space  

 Equipment needed incl. hire and use  

 Specialist activities and equipment  

 Build, operation and dismantling (timing and activities)  

 Children Safety controls  

 Safeguarding  

 Animals  

 Handling cash  

 Incidents  

 Contingency plans  
 

Facilities – what will you need and who will use them 

 Toilets  

 First aid  

 Assembly points  

 Services  

 Disabled access  

 Information point  

 Lighting  

 Public address system  

 Litter and waste collection  

 Insurance  

 Contingency plans  
 

Environment – consider all of the physical aspects of your event including transport 

 Venue size and layout  

 Suitability  

 Ground conditions  

 Weather  

 Steps, slopes, uneven ground  

 Traffic routes  

 Parking  

 Emergency access  

 Local services  

 Contingency 

 
  



 

  

  Emergency Services 

For large events you will need to consult 

with the emergency services: Police, 

ambulance and fire service 

Police: Inform the police well in advance 

of the type of event you are holding. 

Speak to the local Community Police 

Officer. If your event will disrupt traffic in 

the area the police will ask you to 

complete a Notification of 

Demonstration/March form. The police 

will advise on the route and inform the 

local authority and public transport 

operators. On large processions they will 

advise on road closures, control of traffic 

and coning off roads to stop parking. At 

open-air sites they will supply low level 

patrols in case of emergencies. 

Fire brigade and Ambulance Services: 

Write to them especially if you are 

holding a fireworks display or you expect 

large crowds. Don’t forget to gain advice 

from the Peabody Fire team too. 

 

 

 

 

Health & Safety  

Vehicles: Keep vehicle movement to a minimum. Parking close to the entrance is a good idea. There should be exclusive 

routes across a site with designated emergency access through barriers and gates for emergency vehicles. 

Communications: There should be a central information control point. Where there are multiple activities and normal 

communications are difficult walkie-talkies and mobile phones are a necessity 

Signs: Entrances and exits should be accessible and clearly signed, illuminated at night. First aid points, the lost child 

area and information office should be signposted clearly. 

Emergency Plans:  The emergency plan kicks in when a major incident occurs, such as a fire or evacuation due to crowd 

trouble. For large events agree emergency procedures with the police. 

Stewards: There should be dedicated fully briefed stewards available who are clearly identified. 

 

Environmental Health 

The local authority environmental 

health department can advise on noise, 

pollution, catering, trading standards, 

site cleansing and what is required for 

adequate toilet and fresh water 

supplies. 

Catering: By law caterers should have 

Food Hygiene Certificates from the local 

authority. The basic requirements are 

that food must be fresh, pre-cooked or 

cooked on-site, wrapped or covered and 

not touched by human hands. Take a 

look at the Peabody Group Food 

Hygiene Standard, for more 

information. 

Site Cleaning: As the event organiser, 

you will be responsible for collecting any 

rubbish, and leaving the site clear. For a 

large scale event, contact the 50th Fund 

team and we will ask if the Peabody 

Environmental Services team can 

support you. 

 

 

 

The signatory of the 

license is legally 

responsible for 

ensuring that the 

conditions of the 

license are fulfilled and 

the event is conducted 

in a proper fashion. 

Site Permission 

If you have found a suitable non-Peabody site/ 

venue, identify who owns it and get their 

permission in writing. If it is a park the local 

authority should be able to help you. If it is a 

street party speak to someone within the 

Highways department. If the location is an estate, 

involve the Housing department. Don’t forget to 

consult with the local tenants and residents  

 

 

Music & Dancing 

If you want to include 

entertainment such as music 

and dancing, whether in a 

community centre or other 

building you will need a Music 

and Dancing Licence. Many 

venues already have them but 

don’t presume they do. Ask for a 

copy. If your event is free, held 

in a public park, does not involve 

loud amplified music you may 

not need one but again find out. 

If your event is in a public park, 

has loud music and charges an 

entrance fee then you will need 

a Temporary Events Notice. 

 

 

 

HOLDING AN 

EVENT 

Everything you need 

to know before you 

start 

Alcohol 

If you plan to sell alcohol you will need a Temporary Events Notice. This is a temporary permission for 

licensable activities which currently costs £21 and covers events of less than 500 people. Contact the local 

licensing authority for more information or to make an application, find out who your local licensing 

authority is by entering your postcode at Temporary Events Notice. 

Insurance 

You will be required to purchase your 

own public liability insurance. The cost of 

this will be covered in your grant. If you 

are hiring a local authority venue check 

with them.  

Bad Weather (Pluvious) Insurance 

This pays out if you are forced to cancel 

your event (before it has started) due to 

bad weather. (Always read the small 

print!) 

 

 

First Aid 

For small events ensure there 

is a first aider and kit on site. 

For large events St. John’s 

Ambulance or the British Red 

Cross will supply first aid and 

sometimes a vehicle.  

 

http://www.food.gov.uk/business-industry/caterers/training
https://www.gov.uk/temporary-events-notice
https://www.gov.uk/temporary-events-notice
http://ukeventinsurance.co.uk/what-is-pluvious-insurance/


Template Risk Assessment to be complete prior to all events 

 

Event: 

Main contact 
for the event: 

Date of event: 

Venue: Venue contact (name & details): : 
 

General description of event (including duration, start and finish times): 
 
 

Lead organiser: 

Other organisations involved (if known): 
 
 

Approximate number of attendees: 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

Hazard 2.  ACCESS, LAYOUT AND TRAFFIC ROUTES 

There should be adequate access available for the disabled and emergency vehicles if 

required. Walkways should be sign posted and easily accessible. Arrival procedures and car 

parking should be predetermined. A plan should be drawn up showing the layout of the 

event. Exit routes must be clearly identified and kept clear of obstructions. 

 

Questions Yes No 

Have plans been made with regards to access, layout and traffic routes?   

Are walkways, sign-posting, car-parking, and traffic routes satisfactory?   

Is the venue suitable in terms of size and layout?   

Are their suitable security and crowd control arrangements?   

Hazard 1: FIRE 

Means of escape in case of a fire, fire risks such as cooking facilities, fire fighting 

equipment and use of materials which burn easily should be considered. Avoid use of 

open flames, and equipment with elements, such as electric fires. Keep flammable objects 

and potential sources of ignition separate. 

Questions Yes No 

Has a Fire Risk Assessment been provided by the venue provider? (if no, 

ensure they do so) 
  

Have you checked to ensure there are no fire hazards, blocked exits, 

obstructed emergency routes, sources of ignition or particularly flammable 

items? 

  

Comments & actions necessary: 

Actions completed (sign & date): 



Comments & action necessary: 

Actions completed (sign & date): 

 

Hazard 3.  ELECTRICAL EQUIPMENT 

To ensure that any risk of fire or electrical shock from electrical equipment or cables is 

limited. Only competent people should install electrical equipment (i.e. anything beyond just 

plugging items in to sockets) 

Question Yes No 

Have you ensured that a competent person has installed any electrical 

equipment you will be using? 
  

Are Residual Circuit Breakers present on all circuits? (if the circuit is not RCD 

protected, then separate RCDs must be used)? 
  

Is all electrical equipment supervised at all times?   

Are generators being used?   

Will the generators be protected inside barriers to segregate and prevent 

accidental contact or interference? 

  

Is all electrical equipment within Portable Appliance Testing date?   

Comments & action necessary: 

Actions completed (sign & date): 

 

Hazard 4.  SLIPS AND TRIPS 

Are there measures in place to reduce the risk of injury caused by trip hazards? 

Questions Yes No 

Are cables all routed safely away from public areas or if this is not possible, 

covered or similarly appropriately protected? 
  



Are legs of stands adequately protected or indicated so that they do not 

present a trip hazard? 
  

Will an inspection be undertaken before the event commences to check for 

trip hazards? 
  

Comments & action necessary: 

Actions completed (sign & date): 

 

Hazard 5.  FIRST AID & ACCIDENTS 

Arrangements for providing first aid should be considered. The types of injuries and likely to 

occur at an event are limited but may include slips/trips and minor injuries such as cuts and 

bruises. If an accident does occur, details of the accident need to be recorded. This will be 

useful to assist in any review of the event and to notify insurers. 

Question Yes No 

Will there be a first-aider in attendance?  
  

Is there adequate first-aid equipment present? (Either provided by Peabody, 

or by another organisation? 
  

Are there arrangements for recording & reporting accidents?   

Comments & action necessary: 

Actions completed (sign & date): 

 

Hazard 6.  COLLAPSE OF EQUIPMENT 

To reduce the risk to people from collapsing equipment, such as display stands, it is 

necessary to ensure that equipment is properly erected, and is suitably robust. 

Questions Yes No 

Is all equipment in good condition and sufficiently stable?   

Is the surface on which the equipment is to be erected suitably firm and level?   



Is the equipment placed such that people won’t collide with it?   

Are those erecting equipment competent to do so?   

Comments & action necessary: 

Actions completed (sign & date): 

 

Hazard 7.  WELFARE 

To ensure that visitors have adequate access to toilets and washing facilities. 

Question Yes No 

Are there adequate toilets available to visitors, including hand washing & 

drying facilities? 
  

If using catering contractors, do they have current Food Hygiene Certificates, 

and do their facilities meet food hygiene requirements (e.g. checked by 

Environmental Health Department)? 

  

Comments & action necessary: 

 

 

Actions completed (sign & date): 

 

Hazard 8.  COMMUNICATION 

It is necessary to ensure that all exhibitors, or other parties involved, are aware of any 

Peabody arrangements. 

Question Yes No 

Have Peabody been informed of all of the organiser’s procedures and 

arrangements for the event?  
  



Comments & action necessary: 

 

Actions completed (sign & date): 

 

Hazard 9. WASTE DISPOSAL 

During and after the event waste has to be stored and disposed of and after the event the 

venue has to be cleared up. 

Questions Yes No 

Are there sufficient receptacles for waste at the venue, taking in to account 

what waste may arise? 

  

Are there arrangements for removing the waste from the site legally at the 

end of the event (or during if necessary)? Any waste contractors used must 

be Registered Waste Carriers – check their registration certificate. 

  

Comments & action necessary: 

Actions completed (sign & date): 

 

Hazard 10. INSURANCES 

To ensure that all parties involved have adequate insurance. 

Questions Yes No 

Have Peabody’s insurers been informed of the event? 
  

Do you require Public Liability Insurance? (Issue Event Insurance & Risk 

Management Enquiry to organisation well in advance of the event) 

  



Comments & action necessary: 

Actions completed (sign & date): 

 

 

  



 

Event Insurance and Risk Management Enquiry 

Event: Venue: Date: 

Name of Company: 
 

Contact for Event: 

Address: 
 
 
 

Telephone : 

E-mail 

Nature of Work: 
 

Do you have Public Liability Insurance or 
other insurance which covers this type of 
event? 
If yes, please provide Insurers details 

YES/NO 
 
Name: 
Details: 
 
 

Have you carried out a risk assessment for 
this event? If yes, please attach a copy. 

YES/NO 
 
 

Are you bringing any equipment to the 
event? 
If yes, What equipment are you bringing? 
 

YES / NO 
Equipment - 
 
 
 

If you are bringing electrical equipment is it 
in a good state of repair and has it been PAT 
tested within the last year? 

YES / NO /NA 
Explanation: 
 
 

Who is responsible for the safety of your 
exhibition/stand? (including on the day of the 
event) 
 
 
 
 

 

 
Name: 
 
Position in Organisation: 

 
Signed: 
 
Date: 

 

 


