[image: image1.png]Seqford Town Council




Events Policy

1. Introduction 
Seaford Town Council will permit, in principle and subject to the conditions of this policy, organised events to be held in open spaces owned by the Council, organised by other organisations or Seaford Town Council. The Council fully recognises that regular outdoor events provide a valuable amenity function, improving community well-being and visitor enjoyment. Seaford Town Council organises four Council run events a year – Sussex Day, Armed Forces Day, Remembrance Day and Seaford Christmas Magic. This policy outlines the responsibility of the Council in organising and managing these events.
This policy ensures that the management and regulation of events organised and held in open spaces is for the mutual benefit of all.
2. General bookings and use of Seaford’s Open Green Spaces 
a) All applications for events in open spaces must be made on the Councils application form to ensure the request can be recorded and monitored in line with Council Health and Safety Procedures.
b) All event requests will be considered with approval subject to open space availability and the event delivery supporting the Council’s strategic objectives.
c) It is the applicants’ responsibility to provide the Council with Risk Assessments, a draft programme of event and a plan/layout of the event a minimum of 10 working days before the event start date.
d) Where the applicant is looking to seek permission for alcohol sales at an event, they must inform the Council of this on the application form and set out the necessary risk and impact assessments specific to an event with alcohol on sale. Upon reviewing the assessment documentation, Council Officers in consultation with the Chair of Community Services may determine whether or not permission is given for the event organisers to apply to Lewes District Council for a Temporary Event Notice/permit to sell alcohol. Event organisers should look on the District Council’s website for more details on the application process and timescales and fees involved.

e) It is the applicants’ responsibility to notify appropriate authorities with details of the event as required.
f) It is the applicants’ responsibility to arrange licenses as required in order to ensure the event complies with the most up to date legislation. 
g) It remains the responsibility of the applicant to notify the Council in writing of any change of address or contact details. If required for whatever reason the Council will only make contact with the applicant via the last address supplied by him/her.  

h) A non-refundable deposit of 25% of the full amount is required on application, with payment in full provided 10 working days prior to the event start date.
i) Cancellation fees will apply to all green space bookings. Cancellations within 28 days of event booking will be charged a 25% of the total booking. Within 10 days of an event booking 50% of the total booking fee will be charged and 48 hours of the event 100% of the total booking fee will be charged.
j) Cancellation of an event due to weather conditions: The Council rates reflect outdoor events, if an event is cancelled due to bad weather conditions the Town Council is unable to offer a refund, however, can look at re-arranging the event on an alternative date in the calendar year for the existing price charged.
k) Refundable security deposits can be requested should the event place the open space at risk of damage, refundable within 2 working days of the open space passing inspection successfully after the event. Security deposits can be refunded via BACS or cheque.
l) The Council will assist with marketing the event where possible on the Council website, social media, notice boards and staff email banners, once the application forms and deposit has been received and hire provisionally agreed.
m) The Council reserves the right to cancel a scheduled event and will notify the applicant in this circumstance.
n) Bookings for Seaford green spaces are accepted from January each year for the following calendar year to be reviewed and accepted by the Projects and Facilities team. 
3. Sussex Day 
a) Sussex Day is arranged by the Town Councils, Projects and Facilities events team.

b) Sussex Day is held on the closest Saturday to 16th June each year at 12noon.

c) The Council arrange for the Town Crier to be the master of ceremonies and deliver the Sussex charter at 12noon.
d) The Council arrange for the Mayor to raise the blue Sussex flag at either the Martello Kiosk    or Martello Tower location
e) The Council arrange for Sussex by the sea to be sang and hand out printed copies of the song for all to join in the singing.

f) The Council invite Freeman of the Town and Town Councillors to join the event.

g) The Council arranges event support, entertainment, marketing materials, and funding in line with a pre-agreed budget set by Officers and agreed by Full Council.
4. Armed Forces Day
a) Armed Forces Day is arranged with a standalone non-Town Council committee including Seaford Town Council Officers, Seaford Town Councillors, the Royal British Legion and Royal Society of St. George as well as others approved by the committee.
b) Armed Forces Day is held on the last Saturday in June unless otherwise specified and agreed by the Armed Forces Day committee.

c) The committee agree which military charity funds from the Armed Forces Day are raised for on an annual basis. Along with the programme of events, approves marketing materials used, and assists with fund raising activities.
d) The Council arranges Road Closure application to allow a military parade to be held between the hours of 12noon and 1pm on the day as agreed by the committee. 

e) The Council arranges event support, entertainment, marketing materials, and funding in line with a pre-agreed budget set by Officers and agreed by Full Council.
5. Remembrance Day 

a) The Council supports the annual Remembrance Day celebration/commemoration activities with the Royal British Legion.
b) The Council arranges installation of the wreath frame, event management and road closure for the Remembrance Day parade, with a pre-agreed budget set by Officers and agreed by Full Council.

c) The Council arranges Road Closure application to allow the wreath laying and parade to be held between the hours of 10.30 and 11.30 on the day as agreed by the committee. Along with arranging a LANTRA to close the main A259. 
d) The Mayor’s Secretary orders wreaths as appropriate for the Mayor as per the Mayor’s Secretary Guide.

6. Seaford Christmas Magic
a) Seaford Christmas Magic is arranged with a standalone non-Town Council committee including Seaford Town Council Officer, local traders and other volunteers as approved by the committee.

b) With the support of the committee, the Council arranges an annual festive celebration for residents, visitors and traders on the first Saturday of December.
c) The Council arranges road closure applications for the day before the event, between the hours of 4pm – 12 midnight, to allow for set-up of structures and also the day of Seaford Christmas Magic event from 6am – 10pm. 

d) The Council arranges Road Closures, event support, entertainment, marketing materials, and funding in line with a pre-agreed budget drafted by Officers and agreed by Full Council.

e) The Council will advise and work with residents living within the Town Centre, traders and other organisation who need to have access during the road closures, for smooth running during the event. 
f) Seaford Bonfire Society work with the Town Council to man the Road Closures during the Seaford Christmas Magic event.

g) The Council works with the event management company to look at the layout of the event on the closed roads, to include health and safety factors, access points and flow of large numbers of visitors to the event. Also booking first aid support to be available throughout the day.
h) The Council provides a full risk assessment for the event.

i) The Council will advertise for local stall holders and arrange bookings and payments from traders in the run up to the event. This will include various enquiries from stall holders regarding the event and also set-up information to be produced by the Council for access, set-up and close down for the event.
j) The Council will work with the Christmas Magic committee to arrange sponsorship of the event. This includes contacting local businesses and asking they would like to support and sponsor the Christmas Magic event. Processing forms and also any advertising agreed.
k) The Council provides a free lantern making activity for the children, where lanterns and products to decorate will be sourced and packs made to provide to each child. This includes organisation of the hall and volunteers on the day of the event. 

l) The Council works with the Christmas Magic committee to arrange for a stage and entertainment to be provided throughout the day, with a list of the entertainment provided to the community through advertising.

m) The Council works with a local community group to provide a Christmas grotto, with Father Christmas and presents for each child. This also includes sourcing and decorating the grotto.
n) The Council works with Christmas Lights contractor, The Mayor and The Rotary to organise a countdown and switching on of the Christmas Lights.
o) The Council and Christmas Magic Committee look at and provide contingency plans for all aspects of the event. 

p) The Council run the event with the help of the Christmas Magic Committee and other voluntary groups. Briefing sessions are required on the build up to the event and also on the day of event and the Council provide a work rota for all volunteers.
q) The Council work with The Chamber of Commerce in judging the ‘Best Dressed Window’ competition, which the Mayor of Seaford announces before the Christmas lights are turned on.
r) The Council, Projects and Facilities team will write press releases on the build up to the event and distribute to the Council’s contacts list. Along with updating the Council website and social media applications with this information. A press release is also completed after the Christmas Magic event and distributed in the same way.
s) The Council also look at various grant options which may be available to help support the event for the community. Applications are written and submitted by the Projects and Facilities team.
t) The Council, Projects and Facilities team provide a feedback questionnaire to all traders and residents regarding the Christmas Magic event to analyse after each year to see where the event can be improved on each year for all.

Adopted: August 2020
Review: August 2024
