
Planning a Major Event in Bath and North East Somerset
[bookmark: _GoBack]Submit the requested information to event@bathnes.gov.uk unless directed otherwise by B&NES Events Office. This document gives final deadlines – we advise you to contact the relevant teams earlier where possible 

26 weeks


26 weeks


Contact SAGE through the B&NES Events Office


22 weeks


Apply for Street Trading consent (if applicable)


Check whether the venue has the licence you need


Apply for a premises licence (if applicable)


10 weeks


12 weeks


4 weeks


2 weeks


Submit FINAL Event Management Plan


Submit your Temporary Event Notice Application (if applicable)


Deadline for submitting your Temporary Events Notice Application (if applicable) AT LEAST 10 WORKING DAYS


Event
Day


Week After


 HOLD YOUR EVENT!


Gather information from participants and staff on the success of your event


26 weeks


Consult residents, ward councillors and local businesses about your event


52 weeks


Obtain permission to use the highway, land or building


Debrief (if applicable)


For a major event - check availability and submit event application form


8 Weeks


Deadline for submitting road closure applications (if applicable) 


Submit parking suspension request (if applicable)


Book Waste, Recycling and Cleansing Services


Apply for a charity street collection permit (if applicable)


Submit Event Management Plan (EMP) and Traffic Management Plan (TMP)


18 weeks


Inform Building Control of any temporary structures (if applicable)


Deadline for applying for premises licence (if applicable)


Refer to The Purple Guide for guidance on health and safety regulations





























