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Waltham Forest




Greenspace Hire Form – Waltham Forest
1. Complete all applicable fields, providing as much detailed information as possible.

2. Provide the Required Documentation.

3. Carefully review the notes at the end of this form and our ‘Event Guide & Booking Conditions’ prior to submitting your application.
4. Small (<250)/medium events (250-4,999): we require minimum 8 weeks’ notice for any booking. If you are contacting us with less than 8 weeks’ notice, we may be unable to facilitate your event. We are unable to accept any bookings with less than 4 weeks’ notice.
5. Major (>10,000)/large events (5,000-9,999): we prefer your application to be submitted by 31 January but may be able to take bookings throughout the year.
6. Return your form and documentation to greenspace.hire@walthamforest.gov.uk
Event Overview

	Event name


	

	Proposed date/s (operational)

	

	Proposed dates: set up and set down
	

	Proposed location (please detail green space and area of)

	

	Proposed start time 
	
	Proposed end time
	


About You
	Event Manager
	

	Organisation
	
	Nature of business:
	

	Company registration number (if applicable)
	
	Charity registration number (if applicable)
	

	Postal address
	

	Telephone numbers 
	

	Contact e mail
	

	Web address
	

	Event Management Experience

	Previous events that you have directly managed 
(incl. attendance numbers)

	

	References
Please provide the contact details of two referees who are able to comment on your event experience
	Referee 1

	
	Name: 
Position:

Telephone: 
Email: 

	
	Referee 2

	
	Name: 
Position:

Telephone: 
Email: 


About Your Event
	Description & Format

	Event description & objectives

Please describe your event clearly & concisely including key information such as scale, purpose, audience type, etc.
	

	Event type

(e.g. fundraising, community, corporate, commercial, promotional activity, filming, funfair, other – please specify)
	

	Estimated attendance during peak hours 
	

	Overall estimated attendance per day/session
	

	Approximate number of staff and volunteers
	

	Event history & development  
(e.g. Number of years established)
	

	Is this a repeat application?

(i.e. has the event taken place at the same venue for at least 3 years and you propose no changes to its organisation/management or expected attendance)

	

	Benefits of the event to the local community


	

	Impact of the event to the local community


	

	Is the event linked to a specific strategy or national campaign? If so, please provide details.
	

	Admission

	Tickets / admission fee required
(Please tick)
	Yes                                        No                              Unsure 

 FORMCHECKBOX 
                                      FORMCHECKBOX 
                              FORMCHECKBOX 


	Admission information

Please complete all sections that apply and provide further information on separate sheets of paper if necessary.

	Standard prices
	Concession prices 


	
	Pre-event ticket sales. 


	Details

	
	Financial proceeds going to a charitable organisation 
	Details

	
	VIP guest list / Press/ Celebrities.
	Details

	
	Complimentary / reduced tickets available 

for residents. 
	Details



	Production Elements
Do you intend to include or provide ANY of the following?  

Please ( all sections that apply and provide further information where necessary. 

	Tents or Marquees 
(size, type, number and provider)
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  

	Fireworks/Pyrotechnics 
If yes, please provide details on a separate sheet
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Carnival/Procession
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Funfair/Inflatable (size, type and number)
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Temporary staging and/or stands

(size, type and number)
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Sanitary provision including portable toilets 
(size, type and number)
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Professional Stewarding/Security including overnight security
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Onsite storage of valuable equipment
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Professional event production/management company
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Generators 
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Exhibitors/Stalls/Markets 
(size, type, number and provider)

	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Arena Displays/Sideshows 
(size, type and number)
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Live/Amplified Music or Regulated Entertainment


	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Allocated car parking for staff or visitors


	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details 



	Motorised vehicles onsite
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Reinforced Ground Protection/measures to protect the grounds & conservation from damages
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Specialist training for event staff
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details

	None of the above
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details 



	Other information: 

Will you be using other elements that are not listed above?
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details  



	Litter Control

By hiring a park or open space in Waltham Forest, it will be your responsibility to ensure that the site & perimeter remains clean, clear of unnecessary obstructions & free from litter. 

Please provide details on how you intend to manage waste and control litter onsite? Please note, skips must be provided for events with an estimated attendance of 500 or more.
Please contact us if you would like a quote for us to undertake your waste removal.
	Details  



	Environmental Impact

Please detail how you will reduce the impact of your event on the environment e.g. waste reduction, recycling, transport, supply chain etc
	Details  



	Site Layout 

Please attach detailed site plans of your intended site layout with your application where possible. 

Providing site plans that are to scale and clearly illustrates key components including access & egress routes is a compulsory requirement of the application process. It is recommended that site plans are submitted at the time of application. However, it is recognised that some elements of the site design may change as your event plan progresses and you will be given the opportunity to submit updated versions of the site map at a later date if necessary.


	First Aid Provision and Emergency Services Notifications 
Sourcing adequate first aid cover is compulsory for all events and in some cases; the emergency services must be consulted on your event plans. Therefore, please answer all of the questions below. 

If you are unable to provide the following information at the time of application, please submit the required information no later than 28 days before the start of your event to prevent your application being rejected.

	Do you intend to provide professional first aid at the event? 
	

	Please state the name of your main medical services provider for your event
	

	Please record the necessary resources that will be available at any one time during your event, using the guidance information in the HSE Events Safety Guide (Medical, Ambulance and First Aid Provision) to calculate the minimum requirements for your event.  
	· Ambulance:                                    Ambulance Personnel:      

· Ambulance Manager:                   First aiders:       

· Nurses:                                            Doctors:        

· Support Unit:

	Have any specialist teams or senior members of the Emergency Services been informed of your event plans? 
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details 


	Have the Police been notified of your proposed arrangements? 

Please provide CAD reference number
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details 



	Have the Fire Service been notified of your proposed arrangements? 
	Yes     FORMCHECKBOX 
    No    FORMCHECKBOX 

	Details 



	Special Permissions

Will any of the following be part of your event?
Please answer ALL questions, (ticking the most appropriate answer and providing as much information as possible.

	Live, amplified or recorded music
	Yes          ___

No           ___

Unsure    ___
	Details 

	Dance
	Yes          ___

No            ___
Unsure    ___
	Details 

	Provision of alcohol

Please provide the name of person responsible for alcohol sales and supply the drinks price list, number of bars, etc.  
	Yes          ___
No           ___
Unsure    ___
	Details 

	Catering for public consumption
	Yes          ___
No           ___
Unsure    ___
	Details 

	Film/Theatrical performances
	Yes          ___
No           ___
Unsure    ___
	Details 

	Live/Regulated entertainment
	Yes          ___
No           ___
Unsure    ___
	Details 

	Gaming/Raffle/Tombola/Bingo/Boxing/Wrestling 
	Yes          ___
No           ___
Unsure    ___
	Details 

	Special treatments/Holistic therapies
	Yes          ___
No           ___
Unsure    ___
	Details 

	Animals 
	Yes          ___
No           ___
Unsure    ___
	Details

	Road/Street closures
	Yes          ___
No           ___
Unsure    ___
	Details 

	Traffic diversions/suspended parking
	Yes          ___
No           ___
Unsure    ___
	Details 

	Have you applied for the necessary licences or permits required for your event?
Such as:  Temporary Event Notices, Premises Licences, Personal Licences., Traffic Orders etc.
Please contact licensing@walthamforest.gov.uk if you need a Temporary Events Notice
	Yes          ___
No           ___
Unsure    ___
	Details 

	Communications

	Please describe the type of marketing and communications that you intend to use to promote your event.
	

	Is a marketing plan in place?
	Yes     FORMCHECKBOX 
       No        FORMCHECKBOX 
   
	Details: 



	You need to seek permission from the Council’s Enforcement Team if you want to put posters up around the borough, otherwise it will be considered fly posting and you will be liable to prosecution).  See http://www.walthamforest.gov.uk/Documents/community-advertising-guidelines.pdf.
	Yes     FORMCHECKBOX 
       No        FORMCHECKBOX 
   
	Details: 



	Proposed type of resident consultation and proposed date of distribution


	

	Filming/photography

	What filming/photography will you undertake at your event?
	Details:

	How will you get permissions/notify event participants for filming/photography at your event
	Details:


About your budget or funding
Our fees can be found here: https://www.walthamforest.gov.uk/content/events-parks-and-open-spaces
	Allocated budget for event
	

	Has the funding been confirmed at the time of application?
	

	Funding provider: 

e.g. Name of organisation and contact details
	

	Postal address for invoicing purposes
	

	Telephone number for invoicing purposes 
	


Required Documentation
	1. Risk Assessment (required for all bookings)
2. Insurance Document (min. requirement: £5m public liability for all bookings)
3. Event Guide and Booking Conditions (signed)


	4. Event Management Plan which includes (as applicable):


	· Emergency Plan

	· Crowd management arrangements and security and stewarding


	· Details of Fire Prevention Measures (Fire Risk Assessment)


	· Traffic management arrangements – inside and outside of the venue


	· Production timetable


	· Site Plan


	· Staff and visitor welfare


	· Event Communications Plan (consultation, on the day contacts, how you will deal with complaints)


	· Marketing Plan and/or draft copies of publicity (past/present)


	· Food Safety Certificates from contracted caterers if applicable


	· Control measures relating to impact on the Environment


	· Licenses applied for or held (copies)

· Safeguarding 

· GDPR


	· Equal Opportunities Statement
5. Additional Requirements for sports/fitness activity providers:

· Coaching or other relevant qualification

· Feel Good Quality Mark: https://www.walthamforest.gov.uk/content/feel-good-mark
· DBS (if working with children or vulnerable adults)

· First Aid Certificate


	


	Additional Information

	Please use this space to provide us with any additional information about your event proposal.

	


I am over 18 years of age and have read the guidance notes below.

Signature 
……………………………………………………
On behalf of ………………………………………………………………………………………….
Dated: 
………………………………………………………
PLEASE RETURN TO GREENSPACE HIRE AT THE ADDRESS ON THE TOP OF THE FIRST PAGE.
Notes:
1. You must submit your form and the required documentation, on one e mail (we are unable to respond to additional e mail chains).

2. Required documentation: we are unable to provide you with support to meet our required standards.

3. Your booking is not confirmed until we have checked your paperwork and you have received a final booking confirmation from us.

4. All bookings are provisional, until payment has been made. Payments must be made minimum 7 days in advance of your event/activity. Events/activities may not go ahead, if payment has not been made.
5. Any organisation/hirer using a Council site for the promotion of an event must indemnify the Council, in writing against any accidents or incidents that might arise in connection with the arrangements made and will have to produce to the Council an insurance policy covering the Council’s interests for approval.
6. Hirers will be responsible for compliance with all relevant licensing requirements.

7. Where applications are agreed organisations/hirers will be expected to accept and abide by and conform to any terms and conditions that the Council may make in respect of the use of the site and undertake to pay any costs involved by the Council incurred in connection with the event, supply of services, hire of equipment and with the reinstatement of the site following the function.

8. We may share your application with other relevant officers in the council.
