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1. BACKGROUND 

1.1 Epilepsy Society encourages a diverse and well designed events programme and 
acknowledges the value and benefit it brings to the charity's community of stakeholders across all 
areas.  This Policy is provided to assist the decision making process behind building a sustainable and 
varied programme of events for residents, beneficiaries and in support of engagement.  It also seeks 
to protect the Chalfont Centre site and infrastructure from any negative impacts which events may 
cause and the Charity's reputation as a well run organisation. 

The policy aims to guide:  

a. The number of events that can be held on the site.  

b. The size of events that can be held in each available area. 

c. The nature of events that can be held in each available area. 

1.2 This policy also aims to communicate the obligations, responsibilities and limitations which 
all event organisers have in relation to staging an event in any available space on the Chalfont Centre 
site. 

1.3  Whilst the main focus of this Policy is for those events taking place on the site, it is 
considered that many of the recommendations, objectives and operational matters are equally 
relevant to events being staged elsewhere on 'behalf of the Society'. 

2 SUPPORTING DOCUMENTATION 

2.1 This Policy should be considered within the context of the other documents which are referred 
to below. These underpin and provide the detailed procedures and protocols which support this 
policy document.  These documents are available on the charity's intranet.  

• Terms and Conditions for Hire of Recreation Hall 

• Application form for the Hire of Recreation Hall   

• Hire Fees 

• Equality & Inclusion Policy
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3 STRATEGIC CONTEXT 

3.1 This Policy takes into consideration the overall strategic priorities of Epilepsy Society, 
including the Estates Plan, Residents Wellbeing, Fundraising Strategic Plan. 

3.2 Aims 

3.2.1 It is intended that this Policy will balance the interests of residents, beneficiaries and 
fundraisers and allow Epilepsy Society to: 

• Demonstrate best practice in all aspects of event management, including the event 
application process and event evaluation.  

• Ensure that a number of events are sustainable and feature as annual events.  

• Encourage events that have strong community benefit and engagement.  

• Support community event organisers and beneficiary groups through the development of 
tools and resources to streamline the event application process and up-skill event 
organisers.  

• Develop events that support strategic priorities.  

3.3 Objectives 

3.3.1 The key objectives of this Policy and related documents are to:  

• Ensure all events are run effectively and comply with relevant legislation.  

• Ensure the health and safety for event attendees, the wider public and for those working at 
the event.  

• Protect the reputation and promote a positive image of Epilepsy Society.  

• Ensure that events are only approved if organisers can clearly demonstrate they are able to 
deliver effective planning of an event which is robust and safety focussed.  

• Encourage, facilitate and initiate events which align with Epilepsy Society's strategic 
priorities.  

• Encourage and initiate events which involve community participation and delivery.  

• Ensure protection of the natural and built environment (including heritage areas and 
medical facilities) at the Chalfont Centre.  

• Ensure that every effort is made to avoid damage to the Society's properties, site and any 
contents. 

• Ensure that all pre-event consultation with stakeholders is carried out in a timely and 
considered manner.  

• Encourage and support an annual programme of quality, sustainable events.  

• Encourage a diverse range of events which have wide appeal. 

• Minimise disruption to residents and neighbours. 

4 EVENT CATEGORIES – DEFINITIONS 

4.1 Scale  
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4.1.1 Events are defined according to their size (capacity judged by number of estimated 
attendees per day) or, as a matter of judgement of the relevant Management Board Director, by the 
importance of the attendees. 

500 or more Major Scale

50 - 500 Medium Scale

0-50 Small Scale

4.2 Community & Fundraising Events 

4.2.1  Community events are those which are organised for the community in support of Epilepsy 
Society, it's residents or any of its affiliates.  Entrance fees, where levied for community and third 
sector stallholders, will be set at an affordable and accessible level.   

4.2.2 Events organised by the Activities teams are subject to the same permissions although it is 
recognised that many are repeat events.  Therefore, an initial application should be made using the 
event form which cover repeat events, stating the regularity etc (eg vinyl club will only require one 
application unless material changes to the event occur).   

4.2.3  Fundraising events should be for the benefit of Epilepsy Society or one of its affiliates. The 
charity will ultimately be responsible for the event and demonstrate that all proceeds (over and 
above costs) will be for the charity.  

4.2.4  Many “User Groups” are involved at Epilepsy Society (eg FFES).  These volunteer groups hold 
a small number of fundraising and/or community events throughout the year and in recognition of 
the invaluable role played, hire fees will not be charged for such events and full support will be 
offered from the estate and other teams which maintain the site if sufficient notice is given and 
activities are agreed by the Executive Team and/or CEO. 

4.3 Corporate Events 

4.3.1  Corporate team building, training, VIP functions and incentive events all fall into this 
category. Corporate events will be judged on a case by case basis, provided they are in the best 
interests of the charity.  A hire free will be charged as these are essentially closed events unless part 
of a wider sponsorship fee arranged with the charity.   

4.3.2 Training events and conferences are judged to be internal corporate events with external 
speakers and the general public attending.  Although no hire fee is applicable if an Epilepsy Society 
event, the permissions required to undertake these events remain. 

4.3.3 The charity welcomes 2,000 attendees at training courses each year, mostly from corporate 
groups.  These are managed by Information and Support Services as part of the charitable activities 
of Epilepsy Society.  These are not classed as corporate events and, therefore, not subject to this 
policy. 

4.4  Private hire  

4.4.1  Events included in this category may include weddings, private parties and other similar 
events, and will be assessed on a case-by-case basis. Events of this type will normally be small scale, 
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involving up to 50 guests. They may include the erection of small marquees or temporary 
enclosures/shelters but primarily the main venue is likely to be the Recreation Hall and surrounding 
areas.  Private hire fees and terms and conditions of private hire are held by estates. 

5 EVENT APPLICATION, BOOKING AND APPROVAL PROCESS 

5.1  Application Process  

5.1.1  A comprehensive application and approval process ensures that events are only approved 
once all steps in the process have been correctly carried out by the applicant.   

5.1.2  Event applications should ideally be received within the lead time stipulated below to allow 
the Executive Team sufficient time for consideration.

Scale Lead Time Approval Level

Major 6 months CEO & Management Board

Medium 3 months Management Board

Small 6 weeks Management Board Director

5.1.3  No more than one event will normally be approved on the same day on site (although 
exceptions may be made for small private events). Should multiple applications be received for the 
same date, one or both of the organisers may be offered an alternative date.  

5.1.4 All approved events will be put on a central events calendar held by the Estates team which 
will be accessible by all staff (view only).  Event organisers are responsible for letting estates know of 
confirmed events to ensure this is kept up to date. 

5.2  Approvals  

5.2.1  The decision is made by the relevant Line Manager, Management Board Director or Member 
of the Management Board as appropriate to scale as shown above. 

5.2.2  Formal event debriefs take place for major events. These meetings will include the 
Management Team and relevant staff from specific departments who may be needed for their 
feedback or advice.  

5.2.3  The decision on whether to approve or refuse any event after all considerations above have 
taken place shall be considered to be final. An applicant having held a previous event does not make 
any presumption in favour of it being accepted as an annual occurrence. A range of ‘template’ style 
documents are available to assist. 

6.  EVENTS WHICH WOULD AUTOMATICALLY NOT BE GRANTED APPROVAL 

6.1  Events which would not be granted permission are those which are deemed to be 
inappropriate, contravene any conditions set-out in the Terms and Conditions of hire, or are 
considered to have a detrimental impact on the “normal use” of the site. Failure to comply with 
Terms and Conditions will prejudice future event applications.  
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6.2  Applications will not be accepted from organisations or individuals that promote any 
political campaigns (excepting the use of the site as a polling station which is not considered in this 
category), promote controversial issues which may be damaging to community relationships, are 
illegal or offensive to the public or breach Epilepsy Society's Equal Opportunities Policy.  

6.2.1 Further reasons for refusal may include:  

• Any event which is likely to have an unacceptable impact on the infrastructure and/or 
biodiversity of the selected site.  

• Any event which does not provide adequate documentation or certification and cannot 
demonstrate through this process that it should progress to the next stage of the application 
process.  

• Any event which is not able to demonstrate that it can be delivered in a safe and robust 
manner.  

• Any event which is refused support by one of the Emergency Services.  

• Any event which discriminates against any individual or group on the grounds of race, 
religion, gender, sexual orientation or disability. This aspect will specifically include any 
ticketed event where any of the above groups or individuals are excluded or refused 
entrance.  

6.3  Epilepsy Society reserves the right to refuse any application without stating their reason for 
doing so and reserves the right to impose conditions regarding a booking.  

6.3.1  The following principles will be applied to the timing and frequency of events:-  

• No more than one event (other than private events) will normally be approved on the same 
day. 

• The timing of events approved will be structured to maintain a balance between events and 
informal/casual use of the Chalfont Centre (particularly in relation to the medical services 
areas).  

7.  LICENSING 

7.1 Epilepsy Society is registered with the Gambling Commission for 1 x annual draw.  However, 
for on-site events where raffles are drawn on the day, no licences are required (see 
https://www.gamblingcommission.gov.uk/PDF/Organising-small-lotteries.pdf)  

7.2 Epilepsy Society does not have an alcohol licence and does not permit alcohol at events 
except in exceptional circumstances due to the activities held here.   
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Annex 1: EVENT MANAGEMENT INFORMATION  

Please note Event Organisers are expected to prepare all relevant documentation outlined below 
and hold it on file in case requested (inc risk assessments, any additional insurance, food hygiene 
certificates etc). 

Health & Safety 
Each and every event operator is responsible for the health and safety at their event and must 
demonstrate that they are adhering to all relevant health and safety legislation by completing 
comprehensive risk and fire risk assessments for their event, together with the submission of 
hygiene certificates and food safety plans for all caterers. Where appropriate, safety certificates will 
require to be submitted (e.g. for marquees, etc.)  Sub-contractors that are engaged by the organisers 
must also provide all relevant documentation.  

Pre and post inspection 
Where damage to the site or litter concerns prevail, the Head of Estates will inspect and report upon 
the condition of the site before and after the event.  

Advertising 
Advertising to support events on site is possible as follows: 

• The maximum size of a poster is A2 (420 x 590mm).  Posters may be placed internally in 
buildings with permission(s).  

• 1 x banners can be displayed at the main entrance to the site with the prior permission of 
the Head of Estates (planning permission is required so advance notice of this is required) 
All banners placed at the main entrance must adhere to the following guidelines: 

o Banners cannot be used for commercial purposes (this includes recruitment 
messaging) 

o Banners can be used to advertise temporary events but should not be put up more 
the 28 days prior to the event and must be taken down within 14 days of the event 
taking place 

o No banner can exceed 0.6 square metres 
o Characters on the banner need to be no more than 0.75 metres in height 

• Any advertisements can be erected 14 days before the event but must be removed within 
two days after the event.  

If these conditions are not adhered to, signs and advertisements will be removed. 

Bill posting on highway verges, fences, highway barriers, street or park furniture and vacant 
premises is not permitted. 

Event Concerns 
Event Organisers of major scale events will be required to advertise site contacts, H&S contacts and 
Noise Enforcement contacts. Residents wishing to express a concern whilst an event is taking place 
should contact the Head of Estates in normal office hours. Outside of these hours contact should be 
made with the Duty Manager or security on site.

Waste Management Conditions 
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Payments for waste or damage at the site will be charged after consultation with the Estates team to 
determine the cost for a clean-up operation and/or the cost of repairing damage to the site. Event 
organisers expecting more than 200 attendees will be required to use a professional licensed waste 
management service provider and show evidence of payment for their services or show they have 
sufficient staffing to clear all waste created at the end of their event.  

Internal Events 
Internal events will generally be charged on a cost recovery basis and where there is no cost to the 
charity, such events will be free of charge. Internal events will be considered in the same way as all 
other events and included in the proposed event limits.  

Health and safety - Risk Assessment 
The risk assessment process is not an option when planning an event, it is an absolute necessity and 
no event will be granted permission until a suitable risk assessment has been completed.  It is 
important that a risk assessment is not just something you do because it is a legal requirement; it is 
the single most important tool to ensure you cover all health, safety and planning aspects of your 
event.  

A risk assessment is a ‘fluid’ document that should be developed early, constantly monitored, 
adjusted and shared widely with internal and external stakeholders.  Please contact the Estates team 
if you require help in completing the Risk Assessment  You can also refer to the HSE (Health and 
Safety Executive) 5 Steps to Successful Risk Assessment http://www.hse.gov.uk/risk/fivesteps.htm

You will need risk assessments from any contractors associated with your event (eg face painters). 

See Annex 4 for a template Event Risk Assessment. 

Security & Stewarding 
Epilepsy Society has on site security and additional staffing should be considered for events which 
are a cost.  Please contact the estates team for  a quote and advice in this area for medium to major 
events.  In addition to your own organisations staffing requirements you will also need to consider 
stewarding requirements.  Some key points to consider when developing your plan are: 

• Your risk assessment will help you identify your requirement 

• Stewards require training and briefings to ensure they are fully aware of their duties and 
responsibilities 

• You must ensure that you develop a communications plan for all staff, including stewards as 
they need to understand how they can cascade information or report incidents during the 
event 

• Give consideration to; venue location, date, operating times, target demographic, planned 
attendance numbers, fenced or open site etc 

Electricity 
Temporary electrical installations are subject to the same standards and regulations as permanent 
electrical installations and must comply with the general requirements of the Electricity at Work 
Regulations 1989. Any event that has electrical supply included must have a competent electrician 



8 | P a g e

sign-off the installation prior to the event starting. Further information on electrical installations for 
events is available upon request from the estates team. 

Insurance 
Epilepsy Society as a charity has Employee Liability Insurance and Public Liability Insurance cover for 
events organised by staff, volunteers and nominated representatives.  In order to be covered under 
either our employee liability insurance or public liability insurance you will need to demonstrate that 
the charity has 'direct control' over the planning and delivery of any event.  Compliance with this 
policy and completing the relevant forms and risk assessments and gaining approval is important so 
you are covered and supported in this respect.  For any third parties organising events on the site, 
sufficient extent and levels of insurance will be required before approval is given.  You are advised to 
check your plans adhere to our policies with the Head of Estates who can provide advice and who 
will check adequate insurance is in place for all events.

Please note Epilepsy Society does not permit, or have insurance for, bouncy castles, rides or a fun 
fair at any event on the Chalfont Centre site. 

Temporary demountable structures 
The use of temporary demountable structures at events is an area that is broad and complex. For a 
small event it may simply be some market stalls and a marquee. Larger events may include stages, 
grandstands, lighting towers, site offices etc. Depending on the scale and types of structure, 
different authorities will be required to be involved in the approval process. If structures are planned 
to be in place for extended periods of time then planning permissions may be required. Larger 
temporary constructions would require independent engineers to sign-off structures before they can 
be used. So you can see that this is an area that requires careful consideration by the local authority 
prior to approval. 

• All suppliers will need to supply you with a copy of their public liability and employee 
insurance certificates 

• All suppliers will need to provide you with relevant risk assessments and method statements 
relating to the product they are supplying for your event 

• Suppliers will provide a signed hand over inspection once the structure is completed to say 
that it is safe and ready for use 

• You need to consider all other health and safety aspects relating to any temporary structure 

Animals at Events 
You must obtain consent from Epilepsy Society in writing before you may bring any animal’s onsite 
for exhibition, performance or entertainment.  The Society may prohibit the use of any animal at 
your event which they consider may pose a danger to the public. 

Communications 
The importance of communications when planning and delivering an event is paramount. You need 
to consider three main areas of communication when developing your event. 

1. Communicating with your planning team pre event to ensure all people are aware of all 
what is being proposed. It is also essential that you communicate your event plans to the on 
site residents and the local community, the earlier the better. 

2. Communications on the day of the event, ensuring that there is a clear communications plan 
in place and that all stakeholders are familiar with the plan. You also need to make sure that 



9 | P a g e

you have the practical tools to make the communication plan work on the day, this could 
include radios, mobile phones, runners (staff to run errands and messages) and a public 
address system. 

3. Audience communication needs to be considered to make the visitor experience enjoyable 
and seamless. Elements here could include flyers, site plans, signage, public address system, 
stage schedules, MC’s and information points. 

Lost children 

• Identify arrangements for the ‘safe’ care of children until such time that they can be 
reunited with their parent/s or guardian 

• There should be a clearly advertised point for information on lost children 

• Lost children should never be left in the care of a sole adult, always ensure that there are at 
least two adults that have the appropriate DBS (Disclosure and Barring Service) checks in 
place. More information on CRB can be found http://www.crb.homeoffice.gov.uk/

• If a lost child is found and reported to one of the event staff a message should be 
communicated to all event staff as per the communication plan (radio, phone, in person to 
event control point) that a ‘code word’ at ‘location’. Two staff should then remain with the 
child at this point for a period of 10 minutes to allow for a possible quick reunification. 

• If after 10 minutes there has been no reunification then the child should be taken to the 
designated lost children’s point by two members of staff. If possible this point should be 
adjacent to your event control point or the first aid/medical area. 

• All incidents need be logged, ensuring all details are recorded. 

• The DBS checked staff should try to ascertain a description of the child’s guardian, their 
name, mobile number if known and a description. 

• The child and the parent/s guardian should not be reunited until a match has been 
established. To this if a parent comes to the lost children’s point claiming they have a lost 
child they must provide a signature and identification along with a description of their child, 
this could include age, clothing, hair colour, height etc. 

• If there is any reluctance from the child to go with the adult then you should inform the 
police.

• Once a lost child incident has been resolved you must inform all staff that the ‘code’ has 
been resolved.  

Toilets 
You are required to provide adequate toilets facilities for you event attendees, staff and contractors. 
Be conscious that you will need to provide disabled facilities and separate sanitary facilities for 
caterers. 

For events with a gate opening time of 6 hours 
or more 

For events with a gate opening time of less than 
6 hours duration 

Female Male Female Male

1 toilet per 100 
females 

1 toilet per 500 males 
+ 1 urinal per 150 
males 

1 toilet per 120 
females 

1 toilet per 600 males 
+ 1 urinal per 175 
males 

Traffic 
As part of your emergency planning (and included on your site plan) you should have clearly marked 
emergency entry and exit points.   Many smaller community events will have limited impact on 
traffic and parking, however it is still important that you give this consideration when planning your 
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event. Larger events can have significant impacts on local traffic and transport and will require 
extensive risk assessments and detailed plans dealing specifically with traffic and transport. It is 
important that through your risk assessment you consider traffic, transport and parking no matter 
what scale your event is.
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Annex 2: A '5 Step' Checklist for your Event 

1 Discuss the event feasibility with your Line Manager. If it's a yes, go onto steps 2-5 
below. 

2 Check space availability and any support needed with the Estates Team (it is often 
wise to put a 'holder' down for popular days like Bank Holidays). 

3 Gain approval to submit the event management plan from the relevant 
Management Board Director in your area. 

4 Prepare an event management plan (see template at Annex 3) to include:

• Site Plan 

• Risk Assessment (template available at Annex 4) 

• Waste arrangements (including a clean-up plan) 

• Staffing 

• Budget 

• Advertising requirements 

• Estates and other support required/agreed 

• If you're planning to provide catering, ensure that food hygiene standards 
are in place (for external caterers, you will need to provide a copy of their 
food hygiene certificates). 

• Insurance Cover 

5 Submit your Event Management Plan and Risk Assessment to your Line Manager to 
forward on to the relevant Management Board Director OR Management Board for 
consideration with a covering letter/email and your contact details. 
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Annex 3: Event Management Plan Template 

Event Name

Event Location

Event Date

Organisation (Event Operator)

Contact Name & Details

Event Purpose - Why are you doing it?  

Staffing (who is helping you and who will be on duty on the day?)

Expected Audience (how many and who are they?)

Is this a one off or will it be a regular event?

Programme 
What are the main timings of your event? 

Time Activity Who is responsible Notes

eg 10am Public Arrive X to open gates Security to be on duty
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Site Plan 
You may want to attach a site plan (even if hand drawn) within this document or as separate 
attachment.  Your site plan can be drawn here and should include the following: 

Placement of all temporary structures Toilets

Any fencing or barriers Generator or power sources

Power supply runs (cables) Entry and exit points 

Emergency exits and assembly points First aid points

Information point Lost children’s point

Vehicle entry points Any event décor, i.e. flags, banners etc 

Budget 
Is your event within your existing approved budget: YES/NO 
If YES, what budget code will this be under? 
Please complete the budget table below: 

Item Cost Income

Eg: Marketing (fliers) £100

Eg: Sponsorship £250

Totals

ENDS



Annex 4: Risk Assessment Template 

Event Risk Assessment 

Location of Event
Epilepsy Society 
Chesham Lane 
Chalfont  St Peter 
Bucks SL9 0RJ 

DATE : 

Buildings in Use: Risk assessments for the areas identified should be completed by those 
individuals/ departments where they are demonstrating their service or 
are organising activities.  

Hazards Who might be 
harmed 

Control measures What further action is 
necessary 

Action by whom Action by 
when 

Risk 
level 
(Low, 
Medium, 
High) 

Vehicle 
access/egress 

Visitors, 
residents, tenants 
, staff 

Speed restrictions in place. Parking 
close to main entrance. Security 
team and also road marshals will 
be present on a adhoc basis 
throughout the day. 

Event sign to be 
erected. 
Email to staff alerting 
them to refrain from 
parking in public areas 
for the event. 

X  to erect signage.

Email to staff  

Car Parking Visitors, 
residents, tenants 
, staff 

Parking bays should be cordoned 
off for visitors. 
Disabled spaces are available. 

Area to be cordoned 
off by X 

Pedestrian & 
wheelchair access to 
buildings 

Visitors, 
residents, tenants 
, staff 

All entrance routes should be clear 
from obstacles. 

Fundraising team

Pathways Visitors, Visitors to be asked to walk on Wheelchair path to be Fundraising team
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Hazards Who might be 
harmed 

Control measures What further action is 
necessary 

Action by whom Action by 
when 

Risk 
level 
(Low, 
Medium, 
High) 

residents, tenants 
, staff 

yellow wheelchair path. kept clear.

Visitors getting lost 
on site 

Visitors Clear signage with arrows will be 
put up, to ensure that this does not 
happen. 

Porters James to erect 
signage 

Trips/ Falls Visitors, 
residents, tenants 
, staff 

Extra lighting has been ordered and 
will be in place for the entire event.

Estates and Facilities 
team. 

Equipment Visitors, 
residents, tenants 
, staff 

All equipment in use must be PAT 
tested. User to inspect equipment 
before use. 

All staff using 
equipment to check 
that what they are 
using has been tested. 

Manual handling Visitors, 
residents, tenants 
, staff 

Suitable footwear to be worn. 
Maintain good posture when lifting 
or lowering equipment. 
Avoid twisting or bending to 
reduce the risk of back injury. 
Wear protective gloves where 
necessary to reduce risk of damage 
to hands. 
Do not single handedly attempt to 
lift anything that is "too heavy". 
Be aware of awkward shaped 
equipment and unevenly balanced 
loads. 

Make full and proper 
use of any handling 
aids e.g. trolleys. 

All staff working at the 
event 

General visitors 
safety 

visitors Suitability of venue to be assessed 
by relevant department using the 

All involved to ensure 
First Aid Boxes are 

Individuals/ department 
heads. 
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Hazards Who might be 
harmed 

Control measures What further action is 
necessary 

Action by whom Action by 
when 

Risk 
level 
(Low, 
Medium, 
High) 

building taking into account 
number of visitors and fire safety 
arrangements. 
Staff working on event to 
familiarise themselves with fire 
exits and fire assembly points.  
Nominated First Aiders to be 
present 

replenished.

Fire
-Electrical fault 
-Flammable 
materials 
-Arson 

Visitors, 
residents, 
tenants, staff. 

Up to date Fire Risk Assessments to 
be in place for all buildings.  

Copy of Fire Risk 
Assessment to be 
placed in venue 

Food Safety Visitors, 
residents, 
tenants, staff. 

HACCP (Hazard Analysis Critical 
Control Point) system to be in 
place, risk assessment and food 
safety procedures. 

Staff handling food 
must be food hygiene 
trained. 

Specific risks related 
to your event 
activities 

Visitors, 
residents, 
tenants, staff. 

Copies of risk 
assessments to be 
given to Estates team 

Personal Safety
Verbal abuse 
violence 

Visitors, 
residents, 
tenants, staff. 

If you are harassed never 
underestimate the threat.  Do not 
respond aggressively.  Alert 
another member of staff. Call 
security on 01494 601390. 

Where necessary call 
the police. 
Report all incidents. 

Applicable to all staff 
present on fun day. 

Ongoing


