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Event Notification / Venue Hire Request Form 
For an event in Rock Park, Barnstaple
Application forms must be returned to admin@barnstapletowncouncil.gov.uk  3 months before the event for small scale events and 6 months for large scale events.

Prior to completing this form, please click on the link below for any guidance you may require - https://www.barnstapletowncouncil.gov.uk/venues/rock-park/
For events on Council land please read the following notes:-

NOTE A – The facility requested will be subject to the conditions of hire.  Applicants are required to read the conditions available within the link above carefully before submitting their application.

NOTE B – Applicants are strongly advised to read the documents available within the link above ‘Guidance for Event Organisers”.  
NOTE C – Applicants and their contractors must satisfy any public liability insurance, employer’s liability insurance and safety requirements specified by the Council.

NOTE D – Hire charges will be calculated at non-commercial and commercial rates.  A charge for the provision of Council staff and services may also be levied.  If your event is of a charitable or non-profit making nature you may qualify for an reduction of charges.
*Please note that these boxes must be completed when requesting the hire of Council land / facilities

	Event: 
Nature: 


	*Hire start date 
	

	
	*Hire start time
	

	
	Event start date 
	

	
	Event start time
	

	
	Event end date 
	

	
	Event finish time
	

	
	*Hire end date 
	

	
	*Hire finish time
	

	Is this a new or repeat event? 


	Event Organiser/Contact: 
Address: 
Tel No:
Mobile No: 
E-mail: 

	Location of Event: (Please use the plan indicating the Zones available for Hire.):  


	Outline of Event (Please provide outline of event): 



	Nature and extent of publicity:



	Will your event have Military involvement?


	Yes
	No

	Number of anticipated visitors/spectators/participants and audience profile

Overall Attendance / Maximum numbers at any one time (transient)


	

	Does your event involve any of the following activities?


	Yes
	No

	Sale of alcohol
	
	

	Live or recorded music
	
	

	Dancing 
	
	

	Collecting Money for Charity
	
	

	Any other form of entertainment

(Please specify)


	

	If your event involves any of the above have you applied for a licence? (please provide details)


	Yes
	No

	Vehicular access before / during / after?


	Yes
	No

	Vehicles remaining on site during event?


	Yes
	No

	Does your event or any part of it take place on the highway? 

If a road closure is required please contact Devon County Council Highways on 0345 155 1004

	Yes
	No

	Is there a risk that the additional event traffic will lead to traffic congestions/jams?


	Yes
	No

	Does the organisation of the event include plans for the control and management of event traffic?


	Yes
	No


	Will the event include any of the following? 
	If yes please provide supplier details 
	Do you intend to undertake an appropriate risk assessment? 

	
	Yes
	No
	Yes
	No

	Temporary grandstands or structures including marquees/tents and stages.

The following documentation is required~ 

Construction phase management plan under CDM Regulations 2015, flame retardant certification, risk assessments, proof of public liability insurance cover (not less than £5million), employers liability insurance (not less than £10million indemnity), safe system of work, wind loadings.  Large structures will also require inspecting prior to use by Building Control Officers and the Fire Brigade.


	
	
	
	

	Temporary electrical / gas supply / generators

The following documentation will be required~

Proof of public liability insurance (not less than £5million), employer’s liability insurance (not less than £10million indemnity), risk assessments safe system of work, electrical inspection certificate.

	
	
	
	

	Fairground equipment

The following documentation will be required~ independent safety certificate for a passenger carrying amusement devise, electrical inspection certificate, proof of public liability insurance (not less than £5million), employers liability insurance (not less than £10million indemnity). Risk assessments and safe system of work.

	
	
	
	

	Inflatables / bouncy castles
The following documentation will be required~ electrical inspection certificate, proof of public liability insurance cover (not less than £5million), employers liability insurance (not less than £10million indemnity), risk assessments safe systems of work.
	
	
	
	

	Public address system

The following documentation will be required~ 

Proof of public liability insurance (not less than £5 million), employer’s liability insurance (not less than £10million indemnity), electrical inspection certificate, risk assessments, safe system of work.

	
	
	
	

	Use of pyrotechnics, fireworks or special effects?

The following documentation will be required~

Proof of public liability insurance (not less than £5million), employer’s liability insurance (not less than £10million indemnity), risk assessments, operating procedures and emergency action plan.
	
	
	
	

	Provision of food and refreshments

Must comply with the Food Safety Act 1990 and supply proof that they are registered with the Local Authority in whose area the unit is garaged.  Proof of public liability (not less than £5milllion), employer’s liability insurance (not less than £10million indemnity).
	
	
	
	

	Will you be providing any facilities/land for caravans and camping or other overnight accommodation?

	
	
	
	

	Have arrangements been made for any of the following? (please provide details)



	First aid


	

	Please specify medical provider

Please include level of cover


	

	Communications (two way radio/PA system)


	

	Fire fighting equipment


	

	Event signage – access routes/car parking


	

	Provision of stewards/marshals


	

	Provision of door supervisors/security staff


	

	Refuse and litter control How will waste be disposed of? Wet weather provisions for preventing/dealing with mud being transferred from vehicles on to the highway?


	

	Welfare facilities (toilets, drinking water)


	

	Dealing with lost children


	

	Access / Egress for Emergency Vehicles  


	

	Has an Event Safety Plan been prepared?

If yes please provide (The Safer Events Guidance Document will assist in your completion of your plan)


	Yes
	No

	
	
	

	Is there a nominated health and safety person?


	Yes
	No

	
	
	

	What qualification or experience, if any, do they have in event management?
	

	What arrangements are proposed if it is necessary to cancel the event at short notice?



	Is this event :-


	Yes
	No

	Commercial


	
	

	Council Event


	
	

	Community Event


	
	

	Charity


	
	

	For Charity Event:

Name of Charity  - 

Charity Registration Number  -

	Is there a charge for entry to the event? If so please specify what the charge is.


	Yes
	No

	
	
	

	Will all income raised go to the Charity concerned?

	Yes
	No

	
	
	

	What level and type of insurance, if any, is in place for the event? (please specify)

Public Liability Insurance
Employers Liability Insurance – to include volunteers liability cover 

Please include copies of your Public Liability (suggested minimum indemnity 5 million pounds) and Employers Liability (suggested minimum indemnity 10 million pounds) insurance cover. Your event can not proceed on Council land without appropriate indemnity insurance.
	Yes
	No



	
	
	

	
	
	

	
	
	


PRINT NAME……………………………………………………………………………..

SIGNATURE………………………………………………………………………………

DATE..……………….…………………………………………………………………….


