








 

 

 
APPENDIX 3 

THE PORTAS REVIEW (DEC 2011):   
 
Summary of recommendations 
1. Put in place a “Town Team”: a visionary, strategic and strong operational 
management team for high streets  
2. Empower successful Business Improvement Districts to take on more 
responsibilities and powers and become “Super-BIDs”  
3. Legislate to allow landlords to become high street investors by contributing to their 
Business Improvement District  
4. Establish a new “National Market Day” where budding shopkeepers can try their 
hand at operating a low-cost retail business  
5. Make it easier for people to become market traders by removing unnecessary 
regulations so that anyone can trade on the high street unless there is a valid reason why 
not  
6. Government should consider whether business rates can better support small 
businesses and independent retailers  
7. Local authorities should use their new discretionary powers to give business rate 
concessions to new local businesses  
8. Make business rates work for business by reviewing the use of the RPI with a view 
to changing the calculation to CPI  
9. Local areas should implement free controlled parking schemes that work for their 
town centres and we should have a new parking league table  
10. Town Teams should focus on making high streets accessible, attractive and safe  
11. Government should include high street deregulation as part of their ongoing work 
on freeing up red tape  
12. Address the restrictive aspects of the ‘Use Class’ system to make it easier to 
change the uses of key properties on the high street  
13. Put betting shops into a separate ‘Use Class’ of their own. 
14.  Make explicit a presumption in favour of town centre development in the wording of 
the National Planning Policy Framework  
15.  Introduce Secretary of State “exceptional sign off” for all new out-of-town 
developments and require all large new developments to have an “affordable shops” 
quota. 
16.  Large retailers should support and mentor local businesses and independent 
retailers  
17.  Retailers should report on their support of local high streets in their annual report  
18.  Encourage a contract of care between landlords and their commercial tenants by 
promoting the leasing code and supporting the use of lease structures other than upward 
only rent reviews, especially for small businesses. 
19.  Explore further disincentives to prevent landlords from leaving units vacant  
20.  Banks who own empty property on the high street should either administer these 
assets well or be required to sell them  
21. Local authorities should make more proactive use of Compulsory Purchase Order 
powers to encourage the redevelopment of key high street retail space. 
22.  Empower local authorities to step in when landlords are negligent with new “Empty 
Shop Management Orders”  
23.  Introduce a public register of high street landlords  
 



 

 

24.  Run a high profile campaign to get people involved in Neighbourhood Plans  
25.  Promote the inclusion of the High Street in Neighbourhood Plans  
26. Developers should make a financial contribution to ensure that the local community 
has a strong voice in the planning system  
27. Support imaginative community use of empty properties through Community Right 
to Buy, Meanwhile Use and a new “Community Right to Try”  
28. Run a number of High Street Pilots to test proof of concept  
 
  



Brentwood Borough Council ~ Organising a Community Event 2012 

1 

 

 
 
 
 

Organising a 
Community Event 
Step by step guidance 

 

 

 

 

 

 

 

Appendix 4



Brentwood Borough Council ~ Organising a Community Event 2012 

2 

 

 

Contents 

1. Introduction         

2. Street Parties and Public events 

3. Street Parties 

4. Good Practice tips for street parties 

5. Frequently asked questions about street parties 

6. Funding  

7. Volunteers  

8. Involvement of schools 

9.  Sports events 

10. Arts events 

11. Top Tips for organising an event 

• Licensing 

• Accessibility 

• First Aid 

• Children 

• Toilets 

• Health and safety 

• Litter and refuse 

• Road closures 

• Publicity 

• Risk Assessment 

• Staffing an event 

• Outdoor events 

12. Useful Contacts 



Brentwood Borough Council ~ Organising a Community Event 2012 

3 

 

1. Introduction 

Street parties and fetes are a traditional part of community life and a great way of 
getting communities to come together. So if you and your friends are keen to 
organise a local event, Brentwood Borough Council is keen to help you and make 
the process of organising it as simple and straightforward as possible. There are 
many reasons to celebrate in your local community, from national holidays and 
celebration events to birthdays and anniversaries. This booklet has been designed to 
give you some advice and guidance. 

2. Street Parties and public events 

Street parties and fetes Large public events 
For residents/neighbours only Anyone can attend 
Publicity only to residents External publicity (such as newspapers) 
In a quiet residential road or street In buildings, parks etc. 
No licences are normally necessary if 
music is incidental to the event and no 
selling is involved  

1) Licence usually needed 
2) Insurance needed 

No formal risk assessment needed Risk assessment usually needed 
Self-organised Professional/skilled organisers 
 

Organising small, private street parties and fetes is very simple and generally does 
not require a licence, however if you want to sell alcohol or intend to provide certain 
types of entertainment (music, singing or dancing) you will need a Temporary Event 
Notice (TEN) which will allow up to  a maximum of 499 people attending. This 
licence costs £21 from Brentwood Borough Council. 

Larger public events attracting more people may require an application for a 
Premises Licence. If you would like to hold a larger event, please contact Brentwood 
Borough Licensing team by emailing  licensing@brentwood.gov.uk  or in writing to 
Licensing Department, Town Hall In grave Road, Brentwood CM15 8AY. 

Some larger public events will need to go before the Brentwood Safety Advisory 
Group.  For more information contact licensing@brentwood.gov.uk 

 

3. Street Parties 

To help you with costs of organising a party Street parties and fetes are a traditional 
part of community life; they are a simple way for us to get to know our neighbours. 

So if you and your friends and neighbours are keen to organise a street party, 
Brentwood Borough Council want to help. 
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To help the  celebrate the Queen’s Diamond Jubilee in 2012 Brentwood Borough 
Council are offering  the Brentwood Share Fund grant for up to £200 for the first 60 
groups that apply to hold an event. For information and eligibility about the grant 
please visit www.brentwood.gov.uk/community and complete the on line application 
form or email localism@brentwood.gov.uk for more information. 

So start planning and bring your community together. 

4. Good Practice tips for Street Parties 

Tell your neighbours 

It is your responsibility to consult those living on your street as to when you are 
having a street party and what it entails. You might want to refer to the helpful hints 
provided by Streets Alive – www.streetparty.org.uk – under ‘top tips’ for street 
parties; another helpful website is the Big Lunch www.biglunch.com 

Noise. 

While a street party is intended to bring together everyone on your street, some 
residents may not wish to take part; therefore it is important to be aware of causing a 
nuisance as a result of too much noise. 

Ways of avoiding this are: 

• Notify any neighbours of your event, what time it will finish and a name and 
telephone number for them to contact if they are disturbed by it 

• Carry out regular checks outside your event to ensure any noise is not 
causing a disturbance to nearby residents. If it is then it is advisable to reduce 
the volume. 

• Make sure the music level is lowered later on in the evening especially where 
children or other local residents may be trying to get to sleep. The level of 
noise acceptable in the middle of the afternoon might not be as acceptable at 
11pm at night. 

• Ensure that the party does not spill outside of the event area and that anyone  
who might have attended from outside of your street considers neighbours 
when they are leaving 

• Place tables, chairs and stalls in such positions as to allow for speedy access 
by emergency vehicles 

• Make sure hydrants and hydrant markers remain clear and accessible (1m) 
and sufficient gaps must be left for the fire brigade to access to individual 
properties. 

• Do not attach bunting and streamers top street lighting columns and make 
sure decorations do not present a hazard to the public 

• Do not have bonfires or fireworks – these are not permitted on the street 
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• Clear the street of al rubbish after the event (Brentwood Borough Council may 
make a charge for cleaning if this is not carried out).  

 

Food safety 

If you’re planning to cater for a street party, please take the time to read through this 
‘do and don’t’ section. As the person preparing or providing the food, it’s your 
responsibility to make sure you don’t make anyone ill. Food poisoning is potentially 
dangerous and every effort should be made to follow the guidelines below. 

Do 

1. Make sure you have enough refrigerator space to store foods before and after 
cooking. Use neighbours’ fridges if needed. 

2. Store cooked foods above raw foods above raw foods in the fridge to prevent 
drips and keep food in covered containers. 

3. Clean work surfaces with hot water and detergent in between the preparation 
of raw and cooked foods. 

4. Defrost any frozen meat thoroughly before cooking. 
5. Keep hot food hot and cold food cold. 
6. Pre-cook meats on the same day they are to be eaten. This also applies to 

barbecues – the meat will cook quicker on the barbecue and you’ll be able to 
serve more people at once. 

7. Make sure the middle of the food, especially meat, is thoroughly cooked. 
Avoid the ‘burnt on the outside, raw in the middle’ method of barbecuing. 

8. Use cool boxes to store food outside and replace defrosted ice packs 
throughout the event. 

9. Wash your hands before handling food. 
10. Throw away any food that has been stored at room temperature or which has 

been outside for more than four hours. Any food kept in the refrigerator for 
more than 24 hours must be thrown away. 

Don’t 

1. Leave food in the kitchen or outside too long before it is eaten. In the summer 
warm temperatures will assist bacteria growth. 

2. Leave food uncovered – flies or insects can carry bacteria. 
3. Store drinks in the fridge, use an ice bucket or cool box. Keep the fridge free 

from storing perishable food for the party. 
4. Use raw eggs for making mousses, meringues and mayonnaise. Use 

pasteurised egg or shop-bought mayonnaise and meringues. 
5. Wipe hands on a tea towel; use a separate kitchen towel or disposal paper 

towels. 
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For more information contact 

www.eatwell.gov.uk/keepingfoodsafe 

      

 

5. Frequently asked questions about street parties 

Can the council refuse your application? 

Yes, if there are planned works or other activities that would adversely affect the 
event. However, we would seek to find alternative dates when the event could be 
held. We could refuse if we had safety concerns. Before any street party can take 
place it will need to be agreed by the council and will require you to complete an 
application form. 

Can we close the road? 

Yes, although you will need permission from the Highways Authority which is Essex 
County Council. A road closure is more likely to be granted to those roads which are 
not used by a large amount of traffic, a bus route or a priority for emergency 
vehicles. Please allow 8 weeks prior to the start of the event so that there is enough 
time to process any application. 

If you get permission to close the road we would ask you to put up signs which 
Brentwood Borough Council may be able to provide (depending on availability), 
advising drivers and make sure that any barriers are supervised so that they can be 
quickly moved if required.  

Do we need insurance cover? 

Yes. We strongly recommend that you take out Public Liability Insurance (PLI) for at 
least £1million so that you are covered in the event of a claim being made against 
you by a member of the public or a third party (Zurich Municipal Community and 
Social Organisations (C&SO) team are providing PLI for those organising street 
parties. Please call 0845 602 3895. Alternatively any other reputable insurance 
company will be able to advise you on this). A claim could be made if there is an 
accident arising from the function or if any damage is caused to the road, street 
furniture, trees or private property as a result of the function. PLI costs approximately 
£90, so your Brentwood Share Fund will cover these costs. 
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Do I need a risk assessment? 

It is always a good idea to have a risk assessment for small street parties. Thinking 
about how you can minimise things going wrong and having a back-up plan are vital 
to ensuring success, for example – what would you do if there was bad weather? 
Can I use plastic plates and cups rather than glass? Have you made sure that a 
responsible adult is in charge of the barbecue. 

We’re serving alcoholic drinks – do we need an alcohol license? 

No, licences are only required if alcohol is sold. At a private party, sharing drinks with 
your neighbours does not require a licence. If you did want to sell alcohol, you will 
need to apply to Brentwood Borough Council for a Temporary Events Notice (TEN). 
This costs £21. (See 10 – top tips for organising an event for more information on 
licensing). 

We’re playing music – do we need an entertainment licence? 

No, if your street party is a private party for residents, the music is not advertised in 
advance and you’re not charging, then there is no need for a licence for your music, 
whether it’s live or recorded. However, if there is a DJ or stage for any performances 
you will need a Temporary Events Notice (TEN). (See 12 – top tips for organising an 
event for more information on licensing). 

Do we need a permit to serve food? 

No, as a private party, you do not need a licence under the Licensing Act 2003 to sell 
food (unless you wanted to sell hot food and drink after 11pm). Remember you can 
always ask your neighbours to bake a cake, make sandwiches or bring food to share 
with one another. This is also a good way of bring different groups of people 
together. 

We’re having a tombola/raffle do we need permission? 

If the tombola/raffle tickets are sold on the day, and the prizes are not worth more 
than £500 in total, then it will be exempt from gambling regulations (however, if 
tickets are sold in advance of the event, you will need a lottery registration, but do 
speak to the Licensing team first). Any proceeds from the tombola/raffle must go to a 
good cause such as a charity or even covering the cost of your party. Alternatively, if 
you want to raise money for a local charity, you can always ask people for donations. 

Do we need to clean up afterwards? 

Yes, you will need to clean up after your street party. It’s your street and your party, 
so keep your local area clean and tidy. Let people know in advance what time the 
party will finish and have a section set aside for bin bags and recycling.    
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6. Funding 

If you are unable to secure all the funding required to run your event, you could apply 
for a grant, Applying for funding can seem very complicated if you have never done it 
before. Many funders can help you through the application process directly – just 
give them a call or visit their websites. 

Brentwood Borough Council grant? 

Brentwood Borough Council may be able to support you with funding through the 
Brentwood Share Fund grant which offers a one-off payment of £200. Grants are 
more likely to be successful if you can demonstrate that your event will encourage 
Brentwood residents from all backgrounds to attend and inspire people to get active, 
participate and fulfil their potential. 

Some tips to consider when applying for any funding: 

• Understand the criteria for allocating funding and ensure you evidence this in 
your application with supporting documents. 

• Confirm how the funder wants you to apply to them – either an application 
form or a letter outlining the project. 

• Know how much you can apply for. Ensure you are realistic about how much 
you require and that any budget. 

• Always keep a copy of your application form and any additional documents for 
reference 

Successful applications 

If you are lucky enough to receive funding, make sure you update your funder with 
how the project is going. Even if things aren’t going as planned, they may be able to 
offer advice. Ensure that you invite them to your event. 

In most cases you’ll be required to complete a project report for the funder so good 
documentation and evaluation of your event is crucial. It will also help if you want to 
hold the event again. 

Unsuccessful applications 

If you do not receive the funding, find out if you can request feedback – this will help 
you with future applications. 

 

For more information contact 
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For details of funding opportunities offered by Brentwood Borough Council visit: 
www.brentwood.gov.uk  or email kim.anderson@brentwood.gov.uk 

For more information on financial support offered by the Big Lottery visit: 
www.biglotteryfund.org.uk/funding-uk 

7.Volunteers and how they can help 

Get other residents to help you and divide up any tasks that you need to do, so 
that it is not down to one person to organise the whole event.  

Brentwood Borough Council has recently launched its new Volunteering Policy 
which might assist you. The Council is committed to ensuring that the local 
community is fully involved in influencing decision-making regarding its services, 
and prioritises engaging local volunteers. 

Volunteers have an integral role to play in promoting and contributing to 
community cohesion. Brentwood Borough Council recognises that there can be 
occasions whereby a volunteer's help can make a significant contribution to the 
service delivery of the Council. 

8. How your local councillors can help 

Councillors are elected by the local community to decide how the council should 
carry out its various services. They are leaders in their communities and work with 
local residents to run events, activities and projects which help strengthen the 
community and improve the local area. Your local councillor will be able to support 
you in putting together an event and can put you in contact with lots of groups and 
projects in your local area. To find out who your local councillor is visit: 
http://www.brentwood-council.gov.uk/index.php?cid=849 

9. How schools can get involved 

Schools are an ideal community base to hold an event. Why not use this opportunity 
to celebrate by either delivering an existing school event and/ hold a one-off 2012 
extravaganza. Schools can work with the local community to organise any type of 
celebration such as a school festival, street party, dance performance or community 
fete. You can use your own premises or a local park – the choice is yours. 

As well small pots of funding, Brentwood Borough Council can provide support and 
advice on planning, event licensing, health and safety and promotion. 

10. Sports events 

Organising a sports event or competition would inspire others in your community to 
come together to try something new while keeping fit. Events could include a sports 
day, football tournament or fun run. 
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11.  Arts Events 

Organising an exhibition 

If you want to organise your own art or photography exhibition, here are some tips to 
help: 

• Ensure you agree a budget. If you don’t have sufficient funds you may be 
eligible for funding. Think outside the box when finding ‘gallery space.’ You 
could approach venues such as restaurants, universities, furniture stores and 
local libraries. 

• Set a date that gives you enough time to promote your exhibition 

• Utilise social networking sites such as Facebook and Flickr to promote and 
advertise your exhibition. If you intend to sell your artwork, ensure collectors 
are included on your guest list. 

• Media – circulate a press release with an interesting angle in order to attract 
journalists to your opening. 

• Make a plan of where to hang your pieces. Be sure to have someone lined up 
to help you with the hanging! 

• Make sure pieces are framed and mounted. Choose print sizes that suit the 
theme of the event and size of the venue. Captions are usually a good idea 
as that keep people in front of your work for longer. 

• Take photos of the event for post publicity. 

• Have a comments book/card for visitors to leave feedback 

 

 

12. Top tips for organising an event 

Licensing 

If you plan to provide certain types of entertainment (singing, music, dance, drama) 
and/or the sale of alcohol, you will need to apply for a licence. This is required for 
both an indoor (community centre or theatre) or outdoor venue (public parks, town 
squares and streets) 

The following licences are issues under the Licensing Act 2003 and are processed 
and monitored by Brentwood Borough Council’s Licensing team: 

Temporary Event Notice (TEN) 
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You will need to apply for a TEN if your event will have up to 499 people attending at 
any one time. If the intended venue already has a Premises Licence (see below for 
more information), a TEN is only required if the event activity is not included on the 
existing licence. 

A TEN application must be submitted to the licensing authority (Brentwood Borough 
Council) and the police a minimum of 10 working days* prior to the event. The police 
have 48 hours in which to respond. Only the police or the licensing authority have 
the power to serve a counter-notice. This does not require the permission of the 
land/venue owner. 

Organisers can only apply for the following number of TENs in one calendar year: 

• Five TENs for one Premise User (event organiser) 

• 12 TENs for one location 

• 50 TENS for a Personal License holder 

*The 10 working days does not include public holidays or weekends and should not 
include the day the application or the day of the event. 

Premises Licence 

This licence is granted to a specific premise, including outdoor spaces. It authorises 
the delivery of a range of licensable activities at that premises and set out the 
conditions under which these activities may operate. 

The licence is valid for the life of the premises, although the licence can be viewed 
at any time if an issue arises. If a location does not have a Premises Licence and an 
event planned is not suitable for TEN, a time-limited Premises Licence can be 
applied to run for the life of the event. 

Important things to remember about Premises Licences: 

• The application period is two months 

• The application period could take longer if representations/objections are 
made during the public consultation period 

• All operational information should be in place when the application is 
submitted 

• To include alcohol sale/provision under a Premises Licence requires the 
nomination of a Designated Premises Supervisor who is also a Personal 
Licence holder 

Personal Licences 
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In order to sell alcohol at an event under a Premises Licence there must be a 
Personal Licence holder. An individual holds this licence, not an organisation. 
Personal Licence holders can submit up to 50 TENs in any one calendar year. 

Temporary Structures Licence 

If at your event you intend to erect a temporary structure such as stage, marquees 
and flagpoles they may require building control consent as structures may need to 
be inspected to ensure that they are safe. For more information visit 
www.brentwood.gov.uk  

Some venues will already hold a Premises Licence. You will need to check this with 
the venue management. If the venue for your event does not hold a suitable licence 
you may need to apply for one yourself. 

For more information contact 

You can download the application forms and detailed guidance on the Licensing Act 
2003 from www.legislation.gov.uk 

If you require more information on licensing in Brentwood please contact the 
Licensing Team at Brentwood Borough Council on licensing@brentwood.gov.uk or 
visit Brentwood Borough Council’s website at www.brentwood.gov.uk 

Accessible events 

When planning think about the accessibility of the event for those people attending. 

It is vital that you ensure that any buildings or spaces you plan to use as a venue are 
fully accessible to all sections of the community including: 

• People with disabilities 

• The elderly 

• Children 

• People with pushchairs 

Access to events must be suitable to allow wheelchair users and people with 
crutches or pushchairs to pass through freely. Ramps may need to be installed to 
allow access to raised platforms and stages. Examples of barriers that would restrict 
movement are steps and stairs, seating, narrow passageways, steep pathways, 
gates, floor and ground surfaces and parking. 

For more information contact 

www.odi.dwp.gov.uk 
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First Aid 

When planning an event ensure that there is some kind of First Aid provision on site. 
Consider in advance who will be responsible for calling the emergency services. 
When large crowds gather for public events there must be first aid cover to ensure 
the safety and wellbeing of those attending.  

The recommended minimum number of first aiders at events where no special risks 
are identified is two for every 1,000 people. 

For more information contact  

St John Ambulance on 08700 104 950 

First Responders are also available in Brentwood. Contact 
roy.tyzack@btinternet.com for more details 

Children 

The protection of children at events is paramount. Whether they are performing or 
are visitors, it is important they are looked after and protected. Children may become 
separated from parents and guardians. Organisers should have in place a lost child 
procedure that identifies arrangements for the safe care of children until they are 
reunited with their parent or guardian. Members of event staff, who will come into 
direct contact with children at an event e.g. lost children co-ordinator or children’s 
entertainers should have completed a Criminal Records Bureau (CRB) check 
beforehand and present the relevant documents when asked. 

For more information contact 

www.homeoffice.gov.uk 

Health and safety 

It is the responsibility of the event organisers to ensure the safety of staff, visitors 
and anyone else involved in the event. Organisers must provide an maintain a safe 
environment with safe access and exit; and adequate health and welfare provision. 

It is recommended that event organisers familiarise themselves with relevant health 
and safety guidance on events and seek advice from a competent safety advisor. 

For more information contact 

www.hse.uk/voluntary 

Toilets 

Toilets must be well signposted, well maintained and accessible for all visitors from 
all parts of the venue. The number of toilet provisions at your event depends on the 
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audience size and type of event. You may need to hire temporary toilets including 
accessible toilet facilities suitable for wheelchair users and other people with mobility 
impairments. 

Litter and refuse 

Organisers are responsible for keeping the venue area clean and tidy free of litter 
during and after the event. The organiser is responsible for the collection, storage 
and disposal of litter and refuse generated by the event. Efforts should be made to 
recycle waste wherever possible. 

Road closures 

For events such as street parties, parades or outdoor sporting competitions, you can 
apply to have the road closed. Please contact Essex County Council at the earliest 
opportunity to discuss your requirements. This is important to ensure your event 
does not clash with any planned roadworks or other events. They will help with 
advise on what you can and cannot do, and with the completing the application 
forms - if necessary. 

Applications for road closures must be made 8 weeks in advance for small events. 
Larger events require 12 weeks. 

The event organiser must cover any costs involved with closing the road, i.e. 
arranging traffic management, any diversions required and erect the Special Events 
order warning signs regarding the closure. 

We will notify the public of any road closures on the Brentwood Borough Council 
website and in the local press if required. However it remains your responsibility to 
erect the signage indicating that the streets will be closed. 

Please note that road closures will impact on parking provisions for nearby residents. 

For more information contact 

H&TLocalism&Customerwest@essex.gov.uk or phone 0845 603 7631 (will be 
answered both inside and outside of working hours) 

Publicity 

Spreading the word about your event ensures as many visitors as possible will 
attend to enjoy all you have worked hard to plan. 

Here are some top tips for a good publicity campaign: 

• Once  the event date is set, tell all the key people you want to invite  to put in 
their diaries 
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• Spread the word through friends, relatives and work colleagues. Build up an 
email list of people you can regularly update e with information about the 
event. 

• Promote your event on community and listings websites and also use special 
media sites such as Facebook and Twitter. 

• Ask local shops and businesses to display posters in their window. 

• Send a press release about your event to your local newspaper. Local media 
like stories about local people so include photograpahs and offer to arrange 
interviews 

• Ensure your publicity can be easily understood by people with learning 
difficulties and visual impairments. 

Brentwood Borough Council can advertise your event on the ‘What’s On’ calendar on 
the Brentwood Borough Council website. For more information contact 
events@brentwood.gov.uk 

Risk Assessment 

Organisers must undertake a risk assessment which identifies potential risks, the 
level of danger and how this can be controlled. A full risk assessment should be 
carried out for all events. It is very easy to carry out a risk assessment. Risk 
management involves looking at the risks that could arise and then putting sensible 
health and safety measure in place to control them. It is important that you identify 
any hazards that could take place at your event, then consider who it could affect, 
assess the extent of the risk and evaluate the seriousness. 

For more information contact 

Visit www.hse.gov.uk/msd/risk to find out more about risk assessments and to 
download risk assessment forms. 

Staffing an event 

In order to deliver a safe and successful event, organisers will require the support of 
volunteers and/or paid staff. As a rule of thumb when estimating staffing levels, for 
every 100 people attending the event you’ll need one member of staff e.g. if there 
are 475 people attending you’ll need five event staff. Consideration should also be 
made to duties e.g. the staff assisting with registration of attendees can also take on 
other event duties at the event; however you’ll need to ensure that no critical areas 
are left un-staffed. 
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All staff working at your event must where necessary support disabled people and be 
sensitive to the needs of all visitors e.g. speaking clearly and showing respect and 
consideration. 

Outdoor events 

Brentwood Borough manages a large number of parks and open spaces across the 
borough. Applications to hire these spaces are dealt with by the Parks and Open 
Spaces team please contact them for more details. 

For more information contact 

For a list of green spaces in Brentwood visit www.brentwood.gov.uk 

13. Useful Contacts details for more advice 

Health and Safety Executive http://www.hse.gov.uk/ 

Community Services Team events@brentwood.gov.uk or phone 01277 312624, 
01277 312645 and 01277 2692 

Environmental Health  (Food) envhealth@brentwood.gov.uk or phone 01277 312504 
(office hours only).  

Environmental Health (Health and safety) envhealth@brentwood.gov.uk or phone 
01277 312504 (office hours only).  

Environmental Health (Noise & nuisance) envhealth@brentwood.gov.uk or phone 
01277 312504 (office hours only).  

Environmental Health (Licensing) licensing@brentwood.gov.uk or phone 01277 
312008 or 01277 312519 

Parks and Open spaces enquiries@brentwood.gov.uk or phone 01277 312500 

Brentwood Police – 
http://www.essex.police.uk/my_neighbourhood/brentwood_district.aspx for non 
emergency enquires dial 101 

Essex Fire and Rescue http://www.essex-fire.gov.uk 

Operational services (Refuse clearance) www.brentwood.gov.uk or phone 01277 
312670/312882 

Highways (Traffic management) - Essex County Council 
H&TLocalism&Customerwest@essex.gov.uk or phone 0845 603 7631 (will be 
answered both inside and outside of working hours) 

 



 

 

 
APPENDIX 5 

 
SHORT TERM (QUICK WINS OR LITTLE INVESTMENT) 
 

• Improved furniture i.e. bins, benches, ball washers etc 
• Improved signage around course 
• Implement new advertising/promotions (currently £3,100 left on budget for current 

financial year with annual budget of £5,000). 
• Implement new booking system 
• Revise and simplify pricing structure to make it easier to purchase golf 
• Update payment methods such as online and chip & pin 
• Create customer feedback form to be handed to every golfer to obtain accurate 

impressions from customers 
• Install 150 yrd markers on fairways 
• Purchase new sand for bunkers 
• Create ditch on 14th fairway to improve drainage on hole and improve playability 
• Replace winter tee mats around course 
• Repair irrigation system on first half of course (recently completed) 

 
MEDIUM TERM (HIGHER INVESTMENT REQUIRED) 
 

• Improve drainage around entire course, rolling programme over 5 years 
• Security improvements to golf course depot 
• Purchase rear tractor mounted spiker 
• Carry out terraventing on all fairways 
• Carry out rolling programme of improvements to footpaths over 5 years 

 
IMPROVEMENTS IMPLEMENTED SINCE LAST MEETING 
 

• Introduction of new maintenance regime (based on information from other courses 
and staff knowledge of Hartswood) 

• Allocation of specific responsibilities to green keepers (1 allocated improvements to 
temp. greens, 1 allocated engaging with and acting on customer feedback on 
course, 1 allocated carrying out improvements to greens) 

• Member of staff to be sent on NVQ course to update and improve existing 
knowledge 

• Carrying out a review of all machinery to ensure right machinery is being used in 
the right place, review to highlight needs and shortfalls for funding bid 



 

 

• Investigating areas and costings for additional drainage and highlighting priority 
areas 

• Definition between fairways and rough to be improved by increasing frequency of 
cuts and extending rough on certain holes. 

• Investigating details of improved sand for bunkers that will aid with drainage in them 
 
 
 
 
 
 
  



 

 

APPENDIX 6 
 
 
 
Briefing Paper – A Vision for Promoting Events in Open Spaces  
 
1. Introduction 
 
Officers were asked to draft a ‘Vision Document’ for promoting events held on open 
spaces within the Borough for presentation to Members for consultation and contribution. 
 
Please find details below of a draft report which details Officers initial thoughts on this 
briefing paper and we would like Members to add any comments, types of events that they 
would like to see etc in the appropriate sections below and return to 
dawn.taylor@brentwood.gov.uk by Monday 9th January 2012.  This will then form basis of 
a report that will come back to the Retail, Community & Culture Panel for discussion. 
 
 
2. Background Information 
 
At Business, Community & Culture Panel on 15th November 2011 the following was moved 
and seconded and RESOLVED UNANIMOUSLY by Members: 
 

1. The draft terms and conditions before Member accepted. 
2. A protocol for events put in place as detailed in report. 
3. Authority for approving applications for events in open spaces is delegated to 

the Chairman or Vice Chairman of Business, Community & Culture Panel and 
the Head of Open Spaces. 

4. Ward Members to be notified of any events agreed to take place in their wards. 
5. A vision document should be developed by Officers in Consultation with 

Members in for events in open spaces. 
 
The increased appetite for open air events provides an opportunity to promote the healthy 
living agenda whilst potentially increasing revenue for the Council.  This Council has never 
fully maximised the use of the open air network however; this has been successfully 
developed by neighbouring authorities.  Whilst it is accepted that these may be larger 
authorities, the principle of utilising open spaces for events is the same and we could learn 
from this. 
 
Open Space area’s suitable for events: 

‐ King George’s Playing Fields 
‐ Brentwood Centre Field 
‐ Hutton Recreation Ground  
‐ Larkin’s Playing Fields 
‐ Bishops Hall Playing Fields 
‐ Hartswood Woods  

 



 

 

3. Other considerations: 
 
The staging or “facilitating” of events, commercial or otherwise, is not without risk both in 
terms of the traditional health, safety and welfare considerations but also reputational risks 
to the Council and these should be taken into consideration. 
 
Fees – the fee structure for hiring out open spaces is currently being reviewed alongside 
this review to provide a more flexible and user friendly structure going forward. 
 

4. Proposals for Brentwood 
 
Types of Events we would like to see in the Borough:  
 
Community/Charity Events:- 
Examples: 

‐ Fun days 
‐ Sponsored walks 
‐ Trail walks in woodlands/educations 
‐ Fitness walks 
‐ Buggy walks 

Commercial Events 
Examples: 

‐ Filming on Council land 
‐ Fun fairs 
‐ Musical concerts 
‐ Fun Days 
‐ Rides for Children 
‐  

Other Events you would like included here: 
…………………………………………………………………………………………………. 
…………………………………………………………………………………………………. 
…………………………………………………………………………………………………. 
…………………………………………………………………………………………………. 
 



 

 

Exempt Events in the Borough: 
Examples: 

‐ Car Boot sales  
‐ Live Animal displays/demonstrations 

 
Other Exempt Events you would like included here: 
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
…………………………………………………………………………………. 
Promotion of BBC land for the hire of events to customers 
Examples: 

• Page on Website – maybe linked with page of events going on in the Borough.  
This could give details of land available, dates that amenity area’s available. Note - 
sporting seasons in some amenity areas will affect availability of land to hire.  Fee 
charges could be displayed here, and opportunity to download application forms, 
terms & conditions, risk assessment forms etc.  

• Join websites – i.e. advertising land available for filming etc. 
•  

Other ideas for promoting events: 
…………………………………………………………………………………………………………
……………………………………………………………………………………………. 
Any other comments: 
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
……………………………………………………………………………. 
 
Many thanks for your comments 
Name 
…………………………………………. 
Ward 
………………………………………… 
 
 
 
  



 

 

 
 
                                              APPENDIX  7 
 

LIST OF BACKGROUND PAPERS 
 

LOCAL GOVERNMENT ACT 1972 (AS AMENDED) 
 

COMMITTEE: RETAIL, COMMUNITY AND CULTURE 
 
DATE:  WEDNESDAY 8TH FEBRUARY 2012 

AGENDA ITEM & BACKGROUND DOCUMENTS 

1.     APOLOGIES FOR ABSENCE: N/A. CE 

2. MINUTES OF BUSINESS AND ECONOMIC 
DEVELOPMENT PANEL HELD ON 15.11.11:  BBC 
Business and Economic Development Panel Minutes 
15.11.11  

CE 

3. FEES & CHARGES SETTING FOR 2012/13: HoEH&L 

4. LOCAL ECONOMIC INDICATORS 3RD QUARTER 
2011/12  BBC 2011/12 Performance Management 
Framework 

HoEH&L 

5. BRENTWOOD HIGH STREET UPDATE:  N/A  HoEH&L 

6. THE PORTAS REVIEW – BRENTWOOD TOWN 
CENTRE AND OTHER RETAIL LOCATIONS:  Mary Portas' 
Report to the Department for Business, Innovation & Skills. 

 HoEH&L 

7. FAIRTRADE: Minutes of BBC Ordinary Council 8.10.08 
and minutes of  Policy Board 26.11.08  

 HoEH&L 

8. EVALUATION OF LIGHTING UP BRENTWOOD EVENT:  
N/A 

 HoEH&L 

9. UPDATE ON OLYMPIC TORCH:  N/A  HoEH&L 

10. STREET PARTIES/SMALL EVENTS: N/A HoEH&L 

11. EVENT PLAN 2012:  Minutes of 15.11.11 Business, 
Community and Culture meeting 

HoEH&L 

12. EVENTS IN OPEN SPACES:  Minutes of 15.11.11 
Business, Community and Culture meeting  

HoEH&L 

13. KING GEORGE’S PARK WORKING GROUP UPDATE : 
N/A 

HoEH&L 

14.  URGENT BUSINESS:  N/A CE 



 

 

 




