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​B&NES Friends Groups Events and Activities 
Guidance and Procedure
Who is this guidance and procedure for?

Friends of Parks groups who would like to run activities and events in B&NES parks and green spaces.
B&NES Parks Service values the contribution that Friends Groups make to public green space.  The Parks Service appreciates Friends Groups supporting the community life and the management of our green spaces actively through their volunteering and their self-led activities in our parks.  The Parks Service needs to work closely with Friends Groups to ensure there are good relationships and communications, so that all activities are run and managed safely.  

What does this guidance cover?

· Running an activity or event in a park
· Permissions and fees

· Risk and Insurance

· Volunteering

· Other policies and guidance available
What kinds of events and activities do Friends groups organise and run?

Activities include:

· Gardening and horticulture

· Walks and Talks

· Species Surveys

· Meetings and Tours

· Barbeques and Picnics
· Fetes and Fairs, and ‘Community Days’ with a range of events and activities

Running an event or activity in a park – background information:
Our parks are public spaces, open to all. It is important that we understand how to run activities and events safely, to protect both the organisers of the activity and the public.
When the Parks Service organise an activity in the park, it has to go through the same procedure as anyone who wants to run an activity in public space. We have to do an event plan, a safety plan and a risk assessment and work with the Events Team at B&NES Council to secure all necessary permissions are met, and that we are covered by Council insurance.  
Small Scale Events and Activities:

B&NES Parks Service has public liability insurance that covers events and activities that we organise.   Our insurance policy also extends to Friends Groups running low level or small scale activities of low risk in our parks, such as volunteer gardening.  We have made this arrangement with the B&NES Council insurance team in relation to our parks and green spaces, in order for volunteer activities of this scale to be covered by the Council insurance. To comply, a representative of the Friends Groups needs to complete a simple agreement with the Parks Service, and to do a risk assessment for the activity in coordination with the Parks Service.
Events and activities run in any public space in B&NES have to be approved by the Events Team at B&NES Council. This is normally subject to an Administration Fee and Land Hire charge.   The Parks Service does not charge Friends Groups for the use of the land, as the activity is for the public good and supports local communities and neighbourhoods.   The Parks Service has also arranged with the Events Team at B&NES Council that Friends Groups can run small scale activities in parks without incurring any administrative charges, as long as these activities have been approved by arrangement with the Parks Service (through Jeremy Dymond, Play and Community Officer, B&NES Parks and Green Spaces).
Larger-scale Events and Activities:

When an activity in public space increases in scale and risk and exceeds the ‘small-scale’ criteria, permissions fall outside of the Parks Service and there is a different procedure.  

A larger scale activity will need approval from the B&NES Events team, and an application will need to be submitted.  It is important that larger scale activity run by a Friends Group is safely managed and responsibly run. 
The Events Office processes an application and advices and supports the event organiser in their application.  When they are satisfied that the event organiser has provided all of the necessary documentation to a good standard – for example an Event Management Plan, Risk Assessments, Lost Child & Vulnerable Adult Policy etc  - and they can demonstrate they have considered all risks and are aware of their responsibilities for their staff, volunteers and the public, B&NES Events can then issue a Land Hire Agreement.
The Events Team can give advice to Friends Groups about event planning, safety procedures and risks as part of the application process, and there is helpful advice online through the Events portal.  Larger scale events may also impact on other activities or events happening in the area, and the Events team assess any conflicts or issues.
The application process to B&NES Events takes place online and there is an Administration Fee (£75 + VAT) for the service.
It is essential that events are run safely in public spaces and the event organiser must be able to demonstrate competency.  This is established through the event application process and the scrutiny of documentation by the Safety Advisory Group for Events (SAGE) either by consultation through the Event App system or at a SAGE meeting.  The Events Team can advise and support you in this process so you are confident in providing a safe and successful event
For these larger scale events, the B&NES Council insurance does not apply, so a Friends Group would need to obtain their own public liability insurance policy to cover their activity.

What is a small scale activity in a park? 
These include:

· Walks and talks in parks and green spaces
· Tours of a park in relation to history, heritage or biodiversity

· Gardening and horticulture

· Species Surveys

· Meetings of Friends or recruitment of Friends in the park

What are the criteria for a small scale activity?
· Activities for up to a maximum of 25 people, including activity leaders, Friends and participants.
· No infrastructure brought into the park such as electricity, onsite catering, fire, vehicles or temporary structures such as gazebos for stalls
· The activity is primarily for your local community and neighbourhood
· No charge is made for the activity, no ticket sales or fees 

· The activity is organised and run by the Friends Group
· There are no high risks or unusual circumstances to the activity
Are there any exceptions?
Some groups on occasion need to set up a small gazebo to protect equipment or materials during an activity. If this is the case, you need to check this through with the Parks Service.  There are important safety procedures with temporary structures that need to be followed:  the Gazebo must be pegged into the ground and weighted, and only put up if weather conditions and the forecast are for winds (including gusts) of no more than 20mph.
When does a small scale activity become larger scale and need to go to the Council Events Team?
· Infrastructure is involved such as catering, electricity, music, fire, vehicles, etc
· External providers for activities such as for play or food provision

· Vehicular activity on site
· Groups of people are likely to exceed 25 people

· Stalls and gazebos are needed

· Tickets are on sale, or fees need to be charged

· There are unusual circumstances to the activity
All information and guidance about running events of all scale are available on the B&NES Events website:

http://www.bathnes.gov.uk/events

What does a Friends Group need to do if they want to run a small scale activity?

1. Create an initial plan for your activity, for example, an evening Bat Walk, and provide details of what, when, where and who, using the B&NES Parks Activity Registration Form.  
2. Contact the Parks Service with your planned activity and completed form. We will check that your activity falls into the category of a small scale event.  If you are unsure, you can contact us for advice.
3. The Parks Service will check the date is available in the park. Please ensure you contact us at least 8 weeks ahead of the activity date to allow time for it to be checked and cleared. 
4. Complete an event plan, including a risk assessment / safety plan.  The Parks Service can send you simple templates (digital versions).
5. Complete and return the documents to the Parks Service. We will reply with any comments and advice. 
6. The Parks Service will then confirm that the activity can go ahead. Groups must follow B&NES Parks Service guidance and procedure.  Where permission is granted, the activity will be covered by B&NES Council public liability insurance policy.
If you wish to organise a small-scale activity in your park, please contact:

Jeremy Dymond - Play & Community Development Officer (Part-time: Mon, Weds & Thurs)
Parks & Green Spaces

Environmental Services
Bath and North East Somerset Council
Bath
BA1 1JG
Email: parks@bathnes.gov.uk
Tel: 01225 39 40 41
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