NABMA Research & Support                                                                                                                Document 9
EVENT MANAGEMENT PLAN – UPDATED February 2025
Further to discussions and helpful provision of sample documentation from David Catterall at Bury and Nick Moore at Newcastle-under-Lyme, there is now added template info at the bottom of the original Market Place document. Many thanks to David and Nick for further information to support colleagues.
The original document, helpfully provided by Market Place (Europe) – a sponsor of NABMA – provides a good awareness example for those market managers considering a specialist event and requiring a template for amending to cope with local circumstances
1. Introduction 
xxx has been licensed to organise a market in xxxx. 
Pre-event discussions have taken place between xxx and the organiser of the Festival and the following Event Management Plan has been prepared in accordance with the instructions arising from those discussions and will incorporate any further conditions required for use of the venue. 
The Markets will feature quality market traders selling an array of foods and products. 
A detailed breakdown of the traders’ names, country of origin and products on sale will be given prior to the event.  
2. Management 
xxx will ensure that at least one of the senior managers/authorised personnel will be on site throughout the duration of the event and it is anticipated that the personnel in attendance for the Market will be as follows:- 
	NAME 
	POSITION 
	PERIOD OF DUTY 
	CONTACT DETAILS 

	 
	 
 
	 
	 
 


xxx reserve the right to alter the above in cases of unforeseen and/or emergency situations and in such instances the alteration will be notified to the Events Team. 
Xxx Senior managers will be in attendance on site no later than xx am on the xx of the event for the purpose of ‘marking out’ and any alterations to the previously agreed site dimensions or any conditions attached to the site itself must be notified to xx before ‘marking out’ commences. 
The Senior Management Team are very experienced in the organisation and operation of Markets and have developed an effective system of communicating directions, advice and information to the traders and although the relevant officers of xxx can, of course, approach the traders at any time should the need arise, it would be greatly appreciated if such contact could be made directly through the senior manager present. 
xxx will not have a fixed, on-site office at the event but at all times for the duration of the event the xxx personnel on-site will be able to be contacted either in person or by mobile phone, the numbers are shown in the management team assigned to this contract above.  
3. Site Logistics 
Location 
The Market will be held in the following locations:- 
Layout 
The layout proposals are detailed in a plan appended to this Management Plan. The location of the stalls within the Market will be configured in such a way to ensure that all fire hydrants remain unobstructed and that a 4mtr Emergency corridor is maintained throughout the site. All access to all specified safety and/or security access/egress points; all nominated through walkways will be maintained at all times to promote good customer flow throughout the site.  Encroachment into unauthorised areas will not be permitted and every reasonable attempt will be made to ensure that the Market will contribute significantly to the ambiance of the street environment and compliment the existing retail offer without creating any pinch points or areas of congestion. 
At all times xxx will take every reasonable step to ensure that the layout of the market is such that bottlenecks, “pinch points” and areas of excessive pedestrian conflict, both within the Market and in neighbouring areas, are eliminated wherever they occur and the on-site xxx manager will take immediate steps to address any crowd control problems if they were to arise. 
Set up Times  
The set up and take down times for this event will be:- 
	Day(s) 
	Set Up / Restocking Times 
	De Rig / Restocking Times 

	Friday  
	Marking out of site  
2-8.00 
	 

	Saturday  
 
	06.00-09.30 
	 

	Sunday  
	06.00 to 09.30 
	6pm to 9pm 


All vehicles to be removed from site by 9.30am Saturday and Sunday  
xxx may, further to consultation with the event coordinator, amend the traders setting up and/or taking down times accordingly. 
The Market once erected remains in situ for the duration of the event and overnight security will guard the market outside of operational hours.  
Trading Hours 
	Days 
	Trading Hours 

	Saturday   
 
	10.30-17.00. 

	Sunday 
	10.30-17.00 


Stalls will be required to be opened for business during all hours of the event.      
Stalls  
In all cases traders will supply, erect, dismantle and service their own stalls.  All stalls are of a high quality, attractive appearance and are mainly of the umbrella style or Pop up Mini Marquee style of construction.  All stall coverings are Fire rated to BS 7837. The safe working requirements of these types of stall are detailed in the relevant section of the Event Risk Assessment below.  As a general rule, vehicles are not allowed to remain on site behind stalls once setting up is complete.  However, there may be some specially modified vehicles and/or trailers which have been customized into bespoke trading units and such units will be allowed to remain on site provided that they are being used as trading units.  
Traffic and vehicular management 
Market vehicles will be restricted to 5 M.P.H. at all times whilst within the market site.  
Vehicular access is restricted to before 09.30 and from 18.00 to 10:00pm every day.    
Due to the fact that the designated event site is such a busy pedestrian area special measures will be implemented to ensure that all vehicles entering xxx will have Banksmen to guide them through to the nearest position to their stall location. Where necessary, barriers will be put up to keep members of the public away from any work areas. The early set up and the late break down and restocking times significantly reduces the potential pedestrian conflict with event related vehicles outside of the initial Build and De-Construction phases.  
Given the number of trader’s vehicles being permitted on site, the management personnel will pay particular attention to incremental and orderly access and egress of trader’s vehicles and at such times all xxx personnel will wear yellow, high visibility jackets to assist in the safe movement off and on of traders vehicles. 
The intention to leave the market stalls in situ once erected will reduce the length of time vehicles will be required on site and will therefore reduce vehicular movement significantly. 
The proposed layout recognizes the need to turn vehicles in order that reversing of vehicles is kept to a minimum.  
Notwithstanding the above, xxx personnel will be on site at all times and will pay particular attention to ensure that all traders comply with the traffic management requirements. 
All traders are required to make their own off-site parking arrangements.  
Electricity supply 
xxx have agreed that xxx will use xxx to supply all the necessary dedicated Generators and distribution Boards.  
It has also been agreed that xxx will provide the services of a qualified electrical engineer to ensure the safe connection of each distribution board to ensure maximum efficiency in the provision of power to each area required. 
xxx together with their nominated Electrical contractor will also oversee the safe and secure setting up of the power supplies to each stall, including the safe positioning of the power cables, and to ensure that the electrical installations to and within the stalls are also safe and secure. 
It is a requirement of attendance at the event that all traders must have all portable electrical equipment and appliances tested at least once each year and that all copy certificates must be made available on request by the traders. Copy PA Test certificates for traders electrical equipment are held by xxx and can be made available if required. 
L.P.G. 
The use of L.P.G. is generally discouraged on the Market although there is a limited need from some of the specialist hot food traders to use L.P.G. in respect of their on site cooking activities.   
The use of L.P.G. is restricted to one bottle and one spare only at any one time allowed on the stall. No additional gas bottles are permitted to be stored on site at any time. All traders will carry the Gas Safe Certification for each appliance. 
Fire Fighting Equipment 
Every trader involved in any type of cooking operation is required to carry the necessary fire fighting equipment on the stall at all times. 
Each piece of firefighting equipment is required to be checked annually and the trader required to maintain copies of all paperwork showing the annual inspection details on the stall for inspection when requested. 
 
Water 
A potable water supply will be made available by xxx by 4 stand pipes situated at the areas shown on the attached plan.  
Refuse removal 
The event organiser will organise refuse contractors for the collection, separation and removal of all waste materials from the Market in accordance with the company’s commitment to recycling initiatives. 
Furthermore traders will be required to maintain and keep clean both their stall area and the areas immediately adjacent throughout the day at all times. 
Security
xxx management will act as on site stewards during the course of each event. The overnight security for each event will be provided by the event organiser. 
Site Evacuation 
The site specific evacuation planning requirements for the event will depend to a large extent upon the overall Evacuation Plan for xxx and the nature of any incident requiring the evacuation of the market. Upon receipt of such a plan from the responsible officer, the generic evacuation plan for the Market will be amended as appropriate. 
Managers and Traders will also be made aware of their role and responsibility in assisting members of the public where necessary.   
The exact position and size of each stall will be clearly marked out as detailed above on the day before each event and xxx would welcome the attendance of the responsible Officer of xxx to ensure that sufficient avenues for evacuation are catered for. 
4. Health and Safety 
xxx recognises and accepts its responsibility as a high quality event market operator for providing a safe and healthy working environment for all of its traders and their employees and for the provision of a safe and healthy environment for all members of the public attending the Market. 
In taking all reasonable, practicable steps to meet this responsibility, xxx give particular attention to the provision and maintenance of:- 
· Safe plant, equipment and systems of work. 
· Safe arrangements for the use, handling and storage of substances. 
· A safe place of work and safe access in and around the Market. 
· A healthy working and shopping environment. 
· Adequate health and safety facilities. 
· Sufficient information, instruction, advice and supervision to enable all users of the Market to avoid hazards and to contribute positively to the overall safety of the event.                                                  
No safety policy is likely to be successful if it is operated in isolation.  Xxx will therefore fully co-operate with the Councils’ Health and Safety Officer and provide them where necessary with sufficient information and assistance in order to ensure the safety of the event. 
Although on-site personnel will be responsible for the implementation and maintenance of the Health and Safety policy, including where necessary the on-site modification of any risk assessments or other matters, xxx will also call upon the services and expertise of a Health and Safety advisor.  
A full copy of xxx Health and Safety Policy and the Risk Assessments covering all aspect of the Market are attached as an appendix to the Event Management Plan. 
5. Food Hygiene, Food Safety and Trading Standards 
Prior to the commencement of each market, the responsible officer of the Council will be provided with a full breakdown of the traders in attendance  detailing  their name, country of origin and the goods to be sold.  In the unlikely event of the Council having any concerns or reservations about any of the traders or the goods to be sold, it would be greatly appreciated if xxx could be informed of such concerns as soon as possible.   
A copy of the LACORS guide has been issued to all traders who attend any Market operated by xxx. Traders are kept fully up to date with any and all new legal requirements which may be applicable to Markets and to advise them on any and all revisions or modifications to existing requirements. 
In order to avoid any misunderstandings and to ensure that all aspect of the Market meet all legal and local requirements, xxx actively encourages and welcomes inspections by the relevant officers from the Councils Health and Safety, Environmental Trading Standards Departments both before and during the event at any time.  To this end it is strongly recommended that an on-site meeting be held with all relevant personnel at a time and place to be agreed in the mid-morning period of the first day of each event.  The Councils responsible officer will be responsible for organizing the meeting. 
6. Insurances 
xxx carry full Operators Public Liability Insurance cover for up to £5,000,000 for any one claim and a copy of the Insurance Certificate is enclosed.  Further more detailed information in respect of xxx insurance cover can be provided on request.  
In addition all traders are required to carry up to £5,000,000 Traders Public Liability Insurance cover.   
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EVENT MANAGEMENT PLAN
As an Event Organiser you are responsible for:
· Informing Bury Council Event Safety Advisory Group of your event
· Seeking permission of the relevant landowner
· Submitting the relevant documentation to the Bury Event Safety Advisory Group in a timely manner to ensure it can be reviewed
· Submitting road closure requests a minimum of 12 weeks before your event (please contact traffic@bury.gov.uk)
· Ensuring the overall safety at your event as far as reasonably practicable 
· Ensuring that health and safety arrangements are in place to control risks
· Ensuring the competence of staff at your event to undertake their roles safely
· Checking all insurance documents, risk assessments and methods of work for contractors, stall holders, caterers etc.
· The Health, Safety and Welfare of all members of staff, contractors and members of the public attending your event 
· Informing the Performing Rights Society if you have live music at your event 

Disclaimer: This template is a guide only. It does not necessarily include all the information that may be relevant to your event. Bury Council Event Safety Advisory Group are not responsible for any lack of information not submitted with this application. 

Privacy Statement 
Your personal information is required for administration purposes. Bury Council are committed to protecting your privacy and fulfilling its obligations under UK data protection laws. Bury Council may use this data in order to inform you of its activities and/or improve its services in relation to the subject matter only, but will not sell, rent, distribute or otherwise make your data commercially available to any third party, unless it is required to by a court order or to comply with other legal requirements.

What happens to my event information?
Your event management plan, site plan, risk assessment and public liability certificate will be sent to the Safety Advisory Group (SAG) for review. The SAG consists of representatives from various departments at Bury Council, Greater Manchester Fire and Rescue, Greater Manchester Police, North-west Ambulance Service and other relevant parties. Your information will not be passed on to any other party without your prior consent. 
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Please type your answers into the white boxes
Event Organiser Details 

	Event Organiser Name

	David Catterall / Victoria Robinson / Jennifer Smith

	Organisation

	Bury BID, Bury Market, Broadstreet Social and The Met Theatre 

	Contact Telephone Number

	0161 253 7064 

	Email Address

	d.catterall@bury.gov.uk 

	Name of Event

	Bury Food and Drink Festival  

	Location of Event

	Bury Market, Millgate Square and Kay Gardens 

	Date of Event

	Thursday 23rd May – 5.00pm – 10.00pm
Friday 24th and Saturday 25th May 9am – 5pm

	Contact Telephone Number on day of the event 
(if different to above)
	07739016893



1. 	Event Overview

1.1	Event Overview 

	Please provide a description of your event 


	A variety of food and drink stalls located across the locations stated above.  

Please note, there will be no alcohol provision within Kay Gardens 



	Please provide the following information about your event


	Event start time

	Thursday 23rd May – 5.00pm – 10.00pm
Friday 24th and Saturday 25th May 9am – 5pm

	Event end time

	

	Expected number of attendees
	350-500 Thursday 
1500 per day Friday and Saturday 




1.2	Event Itinerary
	Please provide timings of your event including set up and break down timings


	Date / Time
	Action

	Thursday 23rd / 4.30pm 
	Set up of gazebos on the Golden Mile 

	5.00pm 
	Event starts 

	9.00pm 
	Event ends, market team break down stalls and gazebos 

	Friday 24th May / 8am 
Friday 24th May / 5pm 
	Normal Market Set up with the market team.
Food vans to set up in Kay Gardens with support from the market team.  
Break down with the market team. 


	Saturday 25th May / 8am 
Saturday 25th May / 5pm 
	Normal Market Set up with the market team.
Food vans to set up in Kay Gardens with support from the market team.  
Break down with the market team. 




1.3	Programme of Events 

	Please provide your programme of activities and the timings for the day, including any performances (e.g. the start and finish times of any musical performances)


	Time
	Activity

	6pm – 9pm 
	Thursday 23rd May
· Late night food market in The Mill Gate shopping centre and Market Square
· Music and food in and around the bars in Bury. 


	9am – 5pm 
	Friday 24th May 
· Bury Beer Festival – Derby Hall, The Met – paid ticket event.
· Music and food and drink across bars in Bury. 
· Pop up market in Millgate square


	9am – 5pm 
	Saturday 25th May 
· Pop up food market in Market Square to highlight Bury Market’s food offer. 
· Music and food and drink across bars in Bury (details tbc)



	
1.4	Event Management 

Roles and Responsibilities on Event Day (s)

	Please provide a brief description of the roles of event staff and their main responsibilities.
There may be other roles that are not listed here that are applicable to your event. 

Please note: the role of stewards is covered in section 2.13 so there is no need to complete the role of stewards in this section


	Role
	Responsibilities

	Event Organiser 
	David Catterall and Victoria Robinson - To ensure the safety of the event as well as coordinate the different areas to ensure the event runs smoothly. Responsible for the safety of people attending and those involved in the event.  

	Event Manager
	Foundation Events – Scott Richardson – To manage security

	Site Manager
	Market Management Team 

	Health & Safety Officer
	Market Management Team 

	Arena/stage Manager
	Roch Valley Radio 

	Steward Coordinator 
	N/A  

	Press and PR coordinator
	David Catterall 

	Other
	Market Management Team, Scott Richardson, The Met Team – Safeguarding 



1.5	Crowd Management

	Please provide details on how you will manage the crowd at your event

Please note: the role of stewards is covered in section 2.13 so there is no need to complete the role of stewards in this section


	Is your event ticketed? If yes, what arrangements are in place for this?

	Expression of interest for those attending.  No tickets and it is a free event.  Numbers attending will be monitored throughout the day by Scott Richardson, David Catterall and the security team. 



	How will you manage capacity at your event?

	As above 

	How will you manage the access and egress of the crowd?

	We will have stewards at each access and exit point.  They will monitor the numbers attending.  All stewards will be in contact with each other via personal radios. 




1.6	Advertising 

	Please provide details of how you will advertise your event


	How and where do you plan to advertise your event?

	Social Media, Radio interviews, Bury Council Comms. 

	Will the media be in attendance and if so how will you handle them?

	We have media partners who will work with the management team to ensure they are operating safely and within the guidelines set. 



2.	Site Management

2.1	Contractor Management

	Please provide details of any contractors that will be involved with your event
Please ensure that you check any safety documentation of contractors that you hire

	Company
	What are they providing/doing?

	Foundation Events 
	Risk Assessments, Stewards, Radios, high vis outfits, staff management, security 

	Market Management Team 
	Risk Assessments for all stalls 

	
	

	
	

	
	



2.2	Traders

	Please provide details of any traders/commercial traders and charity stalls that will be at your event
Please ensure that you check any safety documentation of traders

	Name of Organisation 
	Concession Type

	To follow 
	Food stalls 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




	Sale of Alcohol 
If you are selling alcohol at your event please contact the licensing department at Bury Council (licensing@bury.gov.uk) as you will require a temporary events notice. 
Please explain below how you will manage the sale of alcohol. 

	The Temporary event notice has been submitted by the Woodcock group, who are providing the bar provision in the Market only.  The bar provision will be inside the Market Square.    Alcohol will not be permitted in Kay Gardens. 

	Catering Requirements (Food, drink, water)
For each catering supplier/food stall that you have attending your event, please provide the following information:
· Name of Business
· Address of Business
· Contact telephone number
· Name of local authority that they are registered with
· National food hygiene rating (if available)

	To Follow 




2.3	Fencing and/or barriers

	Please tell us if you plan to use any fencing and or barriers at your event including the type and their location
Please ensure that you check any safety documentation of contractors that you hire.

	No barriers are required. 



2.4	Electricity, Water, Gas Supply and Generators

	Please tell us if you plan to use electricity, water, gas supply or other flammable liquids at your event. If so, please tell us where these will be sourced and the processes in place to manage these. 

Please tell us if you plan to use any generators at your event. If so, please tell us where these will be sourced and the processes in place to manage these, including the storage and management of fuel and other flammable liquids. 

Please ensure that you check any safety documentation of contractors that you hire.

	Power being supplied by Bury Market or independently by the traders.  



2.5	Temporary Structures

	Please list any temporary structures that you will have at your event and where they will be located e.g. gazebos, marquees, staging
Please ensure that you check any safety documentation of contractors that you hire.

	Several Gazebos provided by Bury Market.  The market risk assessments for the gazebos will be used and reviewed by David Catterall and the Bury Market Management Team. 



2.6	Fire Safety 

	Please ensure that you have considered aspects related to fire safety at your event and provide detail here. Please ensure that you check any safety documentation of contractors that you hire.

	Externally, all staging and PA areas will have Fire RAs in place.  Fire Marshalls will be appointed.  Separate Fire Risk assessment has been submitted to ESAG. 



2.7	Temporary Event Notice

	IMPORTANT NOTE:
Licensable activities at your event such as the sale and supply of alcohol, the provision of late-night refreshments to the public and regulated entertainment may require a temporary event notice (TEN). A temporary event notice is a notification to the licensing authority that an individual intends to carry on licensable activities for a period not exceeding 168 hours. 

A temporary event notice application must be sent to the licensing authority and the police at least 10 working days in advance of a planned event (not counting the day the notice is given or the day of the event) . Please ensure that you have the necessary licences in place.

Please contact your local licensing department for more information.




2.8	Musical Entertainment

	Please tell us what entertainment you have arranged for your event i.e. Live music with amplification and how you manage noise disturbance and potential complaints.

Important notes:
· If you have live music you may require a Temporary Events Notice. 
· It is your responsibility to inform the Performing Rights Society (www.prsformusic.com) if you are having live music at your event. 
· Please ensure that you check any safety documentation of contractors that you hire.

	The TEN has already been submitted.  The current music licence covers the broadcast of music via Roach Valley Radio.  



2.9	Attractions

	Please provide details of any attractions that will be at your event e.g. inflatable’s, funfair/children’s rides, fireworks

For these attractions make sure that you see a copy of the provider’s public liability insurance, risk assessment and method statement. For rides we will also need the name of each ride and their corresponding ADIPS number (Amusement Device Inspection Protection Scheme)

Please ensure that you check any safety documentation of contractors that you hire.

	Name, address and telephone number of organisation 
	Attraction and ADIPS number if applicable 

	TBC
	

	
	




2.10	Medical and First Aid Cover

	Please provide details of the medical provider and resources that you have arranged to be at your event including their location (i.e. number of first aiders, doctors, ambulances etc.)


	All event staff through Foundation events are first aid trained.  
First Aid Cover provided by Bury Market Management Team  



2.11	Public Health and Welfare

	Please provide details of the arrangements you have made for the following:


	Toilet Facilities
Please provide details of sanitary arrangements, including: number, ratio of male to female and disabled, location, maintenance. Please bear in mind the opening times of public facilities. 
If inadequate provisions are available this can lead to a risk of a disruption to public order and safety. 

	Toilet facilities within the market, Millgate and Rock.  Additional toilets will be provided. 

	Waste Disposal
Please provide details of the arrangements made for waste disposal, rubbish bins and litter collection at your event. As the event organiser you are responsible for arranging the disposal of waste. Any trade waste must be removed by a registered trade waste contractor.  
Bury Council is NOT responsible for arranging waste disposal at your event. 


	0161 253 5353 (Bury Council Waste Management)
Daniela Dixon has been contacted and additional waste removal is confirmed as well as street cleansing post the event.  





2.12	Accessibility

	Please tell us how you have made your event accessible and provide details here. e.g. Accessible toilets provided, Accessible parking, Ramped access, Accessible transport.

	The area is fully accessible. 



2.13	Steward and Marshal Management 

	Please provide details of the arrangements you have made for stewards at your event


	What are the roles and responsibilities of your stewards?


	Foundation Events will manage all stewards.  They will support event security throughout the day and supervised by David Catterall, Bury Market Management Team and Scott Richardson 

	Where will they be positioned and why?

	They will be located within Kay Gardens, Peel Statue and Haymarket 

	Who are your stewards? How will they be identified?
We do not require names, just where you have recruited them from. 

	All stewards will be dressed in uniform and wearing High Viz vests.  All Stewards are paid by Foundation Events. 

	Will you be using Security Industry Authority (SIA) qualified security staff? If so, what will their role be? 

	Yes, as above. 

	How will your stewards be trained?

	As above 

	When will your stewards be briefed?
Please provide a copy of the information that will be given to Stewards (briefing document)

	All stewards will be briefed in the morning of the event.  They will also ensure that RAs are reviewed on the day to ensure nothing has changed since they were submitted. 

	How will the event team and the stewards (including traffic stewards) communicate with each other on the day of the event? 

	Everyone will have 2-way radios linked into the town centre radio frequency as well as a dedicated channel. 
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3.	Incident Management

	IMPORTANT NOTE: 
Do not assume that the emergency services will attend your event other than in an emergency. Your event must be managed without the support of the emergency services, even if they have agreed to attend as they may be called away to an emergency elsewhere. Do not refer to support from emergency services throughout this document. They cannot provide support to any element of your event other than in an emergency and even in this instance their first port of call would be your contingency plans.  




3.1	Welfare of Children

	Please provide details of how you would deal with a lost or found child or vulnerable person at your event. Please include the following:
What is your procedure?
Who is the designated person in charge of this?
Where is the rendezvous point?
How will announcements be made?

	The market Management team has a process in place for lost children and vulnerable people.  The market office located on Princess parade has a reception area for waiting.  



3.2	Incident Reporting and Investigation

	Please provide details of the system you have in place for reporting and recording accidents and incidents at your event 


	Incidents and accidents are reportable to Foundation events and reviewed by the Lead organiser and the market management team 





3.3	Emergency Plans

	IMPORTANT NOTE:

It is not the responsibility of the Event Manager/Organiser to run an emergency procedure.  If an emergency is to be declared, then operational command will fall to the emergency services. However, procedures need to be in place so that emergencies can be dealt with responsibly until the emergency services arrive. 

It is important that you set out your procedures carefully and brief all event staff, contractors and volunteers so that they are clear and widely understood.  

In this situation we would advise that the decision is clearly recorded, including who took it, what time it was taken, and why it was taken.  





	Please provide details of your emergency plan for the event 

	It is your responsibility under Health and Safety, and the practice of a Risk Assessment, to consider the ‘what if’s’ at your event (i.e. contingency planning).
What are your contingency plans for situations, such as:
Need for evacuation, fire, power failure, collapse of a temporary structure, road traffic collision, medical emergency, fatality, adverse weather conditions, key location becomes unavailable, cancellation prior to or during?
This is not an exhaustive list and the specific nature of your event will suggest others. 

	Power failure – Event stalls will continue outside; all indoor and stage activities will cease. 
Evacuation – See plan below. 
Collapse of a temp structure – Contact emergency services, cease all activities, evacuate to Whitehead Gardens.  End the event.  
Road Traffic collision – Contact Emergency Services, cease activities in the area. 
Medical emergency – Request first response from the medical team and contact the Ambulance service. 
Fatality – Call emergency services, contact GMP onsite, cease all activities, end the event, ensure people leave via exits 
Adverse Weather condition – End all outdoor activities, monitor indoor footfall, cease all activities if the weather impacts heavily. 


	At your event, who will be responsible for determining that an incident is now a major incident or emergency and will take responsibility for decisions until the emergency services arrive and take control?	

	David Catterall, market management team and Scott Richardson 

	Who will report this to the emergency services?

	The first responder 

	What systems do you have in place to contact the local emergency services?

	All stewards have personal mobile phones, and all stewards are in contact using 2 way radios.  In attendance are GMP and GMFRS








	Who will liaise with the emergency services when they get to the site?

	Market Management Team and Scott Richardson 

	What entrance/access point should the emergency services use that is safe and can be kept clear of crowds for them to get to the incident?  

	There is clear access for emergency vehicles in both Kay Gardens and the Market 

	Who will be responsible for crowd control during an incident?  

	Stewards 

	If required, how would you evacuate your event? What steps would you take? 

	All entertainment will stop, an announcement will be made to evacuate in outlining areas. 

	How will you communicate the evacuation instruction to your audience?

	Via the stage PA in the first instance and then via stewards. 

	Please provide details of any emergency signage that will be used at your event (i.e. emergency exit signs)

	The event is outdoor but exit areas will be signposted. 



4.	Traffic Management

4.1	Traffic Management 

	Please answer the following questions in detail regarding traffic management at your event


	Is your event taking place on or off the Highway?

	
Off the Highway


	What is the best route for traffic to take in order to get to your event? How will this be communicated?

	Traffic can access the event normally and there is no change to the current access. 


	What is the best and safest route for traffic to exit your event? How will this be communicated?

	Traffic can leave the event normally, there is no change to access.   


	In the interest of pedestrian safety, how will pedestrians interact with vehicle movement? Please include information about how they will cross open roads safely.

	There are clear crossings near to the event.  All areas are pedestrianised.


	What have you done to liaise with and inform local residents and businesses about the impact to local roads? 

	All businesses have been informed via the BID newsletter. 

	Can people enter your event without causing an obstruction on the road?

	Yes. 

	How have you considered the impact that your event will have on public transport? Have you informed Transport for Greater Manchester? 

	Yes, TfGM have been informed.  

	Are you requesting any parking suspensions as part of your event?
If yes, please give details below and contact parking@bury.gov.uk  

	N/A

	If the answer to this is none, please explain why you think there will be no impact on parking, access or traffic flow. As the organiser you are responsible for ensuring there is none/minimal impact to traffic. 

	Car parking on open market days can cope with increased traffic, following other similar events.  On Thursday, carparks are underutilised and unlikely to fill. 




[bookmark: _Hlk128734517]4.2	Road Closures

	IMPORTANT NOTE:
Before a road closure can be considered the following documents MUST be submitted to traffic@bury.gov.uk along with this plan and approved by KCC Highways Authority: 

· A copy of valid Public Liability Insurance (£5 million minimum)
· Health and Safety Risk Assessments
· Signage Schedule (Map and indication of where signs will go) 
· Plan of diversion route (if applicable)

Please note Bury Council Highways require 12 weeks’ notice of any road closures for coordination purposes. 








	Please answer the following questions in detail regarding any road closures at your event


	Are you applying for a road closure as part of your event?

	
No 


	Please complete the ‘Application Form’ below and send to traffic@bury.gov.uk (refer to guidance notes).

	

[bookmark: _Hlk130316763]




	Please provide details of the road closures you will be requesting including timings: 

	There are no road closures 


	Who is providing your signage for the road closure? 

If you are using a signage contractor, please provide their details here.
Please ensure you check their public liability insurance. A copy of the signage schedule produced by the contractor must be provided to Bury Council.

Please provide a signage schedule and a Health and Safety risk assessment for working on the highway.

	N/A 

	Please confirm arrangements for stewards assisting with the road closures.

	N/A   



5.	Event Safety Measures 

	Please provide full details of what control measures will be in place to ensure the safety of members of the public and staff/volunteers at your event in line with current Government guidelines.

	
All Stewards volunteers will be briefed prior to the event of the items mentioned in this form.  

Stewards will be in constant communication.  All staff and teams are fully aware of emergency response plans. 
Dynamic RAs will be completed throughout the day in conjunction with RAs. 


All stalls are required to provide Public liability insurance and any food retailers must have a 5 food hygiene rating. 

Reviews of safety measures are undertaking prior to the event and communicated to all staff and teams involved. 

Stall holders and traders are made aware of safety measures and plans in place in the event of an emergency. 



[bookmark: PressontheDay]

Appendices

i.	Site Map

	Please provide a site map of your event site 

Red Lines signify road closure barriers, entrance, exits and fire escape routes.  

ii.	Risk Assessment

	Please complete an event specific risk assessment including a fire risk assessment


iii.	Public Liability Insurance 
	Please provide a copy of your public liability insurance certificate (for a minimum of £5 million) – Covered by Bury Market each stall will have their own Public Liability Insurance

iiii.	Road Closure Documents (if applicable) – NOT APPLICABLE 

· A copy of valid Public Liability Insurance (£5 million minimum)
· Health and Safety Risk Assessments including reference to risks on the Highway
· Signage Schedule (Map and indication of where signs will go) 
· Plan of diversion route (if applicable)










NEWCASTLE-UNDER-LYME DOCUMENTS

Templates/Risk Assessments
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[image: ] Safety instructions 
All Council officers undertaking manual handling must ensure thay
have undertaken corporate Health and Safety awareness training and understand the Risk Assessment associated with this duty. 
Online HSE guidance can be found here: Manual handling at work - Musculoskeletal disorders - HSE Newcastle-under-Lyme Borough Council runs in-person and refresher Manual Handling courses. 
RiskAssessment_215886.pdf 
View 
_________________________________________________________________________________________
CN update February 2025
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Closure Guidance Notes.docx
BURY COUNCIL



REQUEST FOR TEMPORARY TRAFFIC REGULATION ORDER



GUIDANCE NOTES



1. Applications for Notices and Temporary Traffic Regulation Orders shall only be made on this form.



2. Initial Enquiries shall be addressed to:



Traffic@bury.gov.uk



3. A minimum period of 7 days (5 working days) is required for the granting of a Five Day Notice



4. A minimum of 6 weeks notice is required for the granting and advertising of a Temporary Order



5. An Emergency 21 day Notice will only be granted on the basis of the emergency works satisfying the criteria ‘works whose execution at the time they are executed is required in order to put an end to or to prevent the occurrence of, circumstances then existing or imminent which are likely to cause danger to persons or property’.



6. A 5 day Notice will only be issued if the statutory requirements are met i.e. that it appears to the Council that it is expedient that the restriction or prohibition should come into force without delay.  Normally any planned works should be carried out under a Section 14(1) Order. 



7. A definitive footpath, bridleway, cycleway, or byway may be closed under Section 14 for a maximum of 6 months. However a closure may be extended by application to the Secretary of State.



8. Scale of charges



		Section 14(2)(b) Emergency 21 day Notice

		£440



		Section 14 (2)(a) 5 day Urgent Works Notice

		£440



		Town Police Clauses Act 1847 S.21 Closure

		£440 plus £65 Legal costs



		Section 16A Events on Highway

		£540 plus advertising costs, plus £65 Legal costs



		Section 14(1) Planned Works

		£1005 plus advertising costs, plus £65 Legal costs







Please be aware that these charges only cover the processing of the paperwork as required by law.  There may be other charges that you may have to meet in order to facilitate your closure such as traffic management (cones, barriers etc.), signing (for the closure and, if necessary, any diversion routes) or marshalling etc.



Costs updated for 2022/2023
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Application Form.xls
Sheet1

		BURY COUNCIL

		REQUEST FOR TEMPORARY TRAFFIC REGULATION ORDER

														Recharge Code				For Bury MBC use only

		Applicant Details

		Registered Company Name

		Invoice Address

		Post Code

		Order No. / Expenditure Code

		Contact Name

		Telephone

		Mobile

		Fax

		E-mail

		Location of Proposed Works (scaled plan to be provided with application)

		Road

		From								To

		Nature of Order (please tick appropriate box)

		Prohibition of Driving

		One-way

		Prohibition of Right Turn

		Prohibition of Left Turn

		Other (please specify)

		Reason for Notice/Order

		Duration of Works

		Start Date								Finish Date

		Nature of Works (please tick appropriate box)

		Emergency (see Guidance Note 5)

		Urgent Works (maximum 5 days duration) (see Guidance Note 6)

		Planned Works (see Guidance Note 7)

		Proposed Diversion Route (plan to be provided)





Sheet2

		





Sheet3
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Fire Assessment & Evacuation Strategy 

Bury Food and Drink Festival  







Bury Market and Kay Gardens Wednesday 8th November – Sunday 12th November 2023























Activity and structures

The food and drink festival will take place on Kay Gardens and within Bury Market 



All emergency exits will be signposted. In the event of an incident requiring a part evacuation -

Zone 1 – Access from Kay Gardens each end



Production works towards daily attendance of between 500 and 1000 people depending on the event. 



The site layout ensures a blue route access for emergency access and servicing is maintained throughout the event from build through to get out. A minimum width of 3.5m (gates 3.1m) will be maintained at all times.  Stalls are located at the side of Kay Gardens, with access for emergency vehicles. We have minimised capacity to ensure the safety of our guests and therefore allowing public movement throughout the outdoor areas.



Event management is supported by Foundation Events (stewarding and security) to maintain safety of attending public. The Lead organiser and Foundation Events maintain site safety and access with regular checks throughout the event.



The emergency exits on site are entrance to the top and bottom of Silver Street and Moss Street. Exits are clearly signposted and manned by a steward.  



Emergency procedures will be disseminated to all contractors before arrival on site. All volunteers will receive guided walk round and instruction on evacuation routes and will also have a handout detailing their role in the event of an evacuation (including site plan for zones). The Lead organiser and Manager will ensure visitors with access requirements are briefed on emergency plan and accounted for in evacuation.



Foundation events conducts a health and safety briefing at the start of the day with volunteers and security. This is a mandatory meeting. The volunteer room/ production hub is equipped with all information including the evacuation strategy, event plan and a map detailing emergency exit route.





Kay Gardens

The site includes:

· Broadcast trailer:  Provided by Roch Valley Radio 

· Five self-sufficient caterers with seating  



All other stalls will be managed by the Bury Market management team within the market site. 







Site Plan and emergency exits



Red Lines depict exit and entrances, and emergency exit routes. (Kept clear at all times)

In a full evacuation public to be directed off site using the nearest exit 





Fire Assessment - General Risk of fire



		All Areas 

		In place

		Likelihood of hazard

		Risk to Persons

		Overall Risk



		Electrical fire

		Fire ext

PAT tested equip

Regular checks

		2

		2

		2



		Combustible items

		Regular maintenance

		2

		2

		2



		Impeded exits

		Regular stewarding and signage of exits

		2

		3

		2.5



		Anti-social

		Stewarding and security

		1

		2

		1.5









Existing sources of fire:

Risk assessments are all available in drop box and have been considered in the overall design and management of the event.  



1. Caterer – separate risk assessment from provider with regular monitoring throughout event by site manager.



Power supply

Generators on site are provided by Roch Valley Radio for the broadcast trailer only, with no other power sources.  Generators are sited away from food stalls in a non-confined area as part of the self-contained food outlet.  





Management of combustible materials

Waste management is provided by ISM with 1 skip on site throughout the event. Bins are regularly emptied into skips throughout event times and are situated away from fencing and caterers in a non-public area. Bins are lockable and are regularly checked by the organiser, Foundation Events and volunteers.  Wate from the market will be managed as the normal market operation. 



Fire Risk Assessments:

Individual risk assessments are collated from contractors and are available as requested.

The following key areas of the festival site are checked and maintained throughout event by a Lead Organiser.



		



		Stall Locations 



		Food areas





		

Risks/ Hazards

		At risk

		In Place

		Person of responsibility



		PRODUCTION

		 

		 

		 



		Electrical Fire

		staff/ contractors/ artists

		maintenance/ extinguishers

		Lead Organiser



		Waste fire/ cigarettes

		staff contractors/ artists

		maintenance/ monitoring

		Steward and site volunteers 



		Blockage of evac route

		staff contractors/ artists

		Monitoring/ signage/stewarding/ 2 routes escape

		Lead Organiser



		 

		 

		 

		 



		MAIN STAGE / Trailer 

		 

		 

		 



		Elec fire onstage

		Up to 200 public

		PAT/ ext/ staffed/ barriers

		Roch Valley Radio 



		Elec fire sound desk

		Up to 200 public

		PAT/ ext/ staffed

		Roch Valley Radio  



		Blockage of evac route

		Up to 200 public

		Monitoring/ signage/stewarding/ 2 routes escape

		Lead Organiser 



		FOOD & RETAIL

		 

		 

		 



		Equipment Fire

		public/ staff

		PAT/ ext/ staffed

		Bury Market / Food retailer 



		 

		 

		Positioned out of public arena

		Bury Market / Food retailer



		Generator fire

		staff/ public

		fenced off

		Bury Market / Food retailer



		 

		 

		tested

		Bury Market / Food retailer



		 

		 

		managed

		Bury Market / Food retailer



		Blockage of evac route

		public

		Monitoring/ signage/stewarding

		Lead Organiser



		 

		 

		 

		 



		BAR

		 

		 

		 



		Equipment Fire

		public/ staff

		PAT/ ext/ staffed

		Woodcock Group / Bury Market 



		 

		 

		Positioned out of public arena

		Woodcock Group / Bury Market 



		Generator fire

		staff/ public

		fenced off

		Site Manager



		 

		 

		tested

		Foundation Events



		 

		 

		managed

		Foundation Events



		Blockage of evac route

		public

		Monitoring/ signage/stewarding/ escape open fronted marquee

		Lead Organiser



		 

		 

		 

		 



		MAIN ACCESS

		 

		 

		 



		Access route 

		Up to 200 public

		Restricted vehicle access (no vehicle movement when event operational)

		General manager/ Foundation Events 



		 

		 

		Managed parking

		Lead Organiser



		 

		 

		Maintained blue route

		General manager/ Foundation Events 



		 

		 

		Alternative safe zone

		Lead Organiser



		 

		 

		 

		 









Fire Evacuation Strategy

The site has one vehicle route into the public area. The layout therefore ensures maintenance of this route throughout the set-up, live event and break down.

The general manager / lead organiser regularly checks the access route throughout the event in liaison with Foundation events supervisors.



Terrorism response procedure

The Fusilier’s Museum is committed to identifying weaknesses and proactively work towards improved security culture within its events. The current threat level is substantial indicating a high level of threat and that an attack might well come without warning. The national response is heightened meaning additional and sustainable protective security measures are in place recognising the broad nature of the threat combined with specific business and geographical vulnerabilities and judgements on acceptable risk. 



Contact 999 for imminent threat

Contact the anti-terrorist hotline to report suspicious activity 0800 789321.



Suspicious items

When dealing with suspicious items: 

· Do not touch 

· Try and identify an owner in the immediate area. 

· If you still think it’s suspicious, don’t feel embarrassed or think somebody else will report it. 

· Report it to a member of security

· Do not use mobiles in the vicinity

· Move away to a safe distance - even for a small item such as a briefcase move at least 100m away 

· When dealing with suspicious items apply the 4 Cs confirm, clear, communicate AND control 



The HOT protocol may be used to inform your judgement: 

· Is it Hidden? 

· Has the item been deliberately concealed or is it obviously hidden from view? 

· obviously suspicious?

· Does it have wires, circuit boards, batteries, tape, liquids or putty-like substances visible? 

· Do you think the item poses an immediate threat to life? 

· Is the item typical of what you would expect to find in this location? 

· Most lost property is found in locations where people congregate. Ask if anyone has left the item. 

· If the item is assessed to be unattended ended rather than suspicious, examine further before applying lost property procedures. 

· Communicate – call 999. Inform security staff

· Do not use radios within 15 metres. 

There are a number of options for emergency response including: 

· a full site evacuation 

· a phased evacuation (consider if you require dedicated searchers to remain) 

· partial or zonal evacuation 

· a directional evacuation, in which staff, contractors and visitors are directed to exits and routes 

· an invacuation to safer areas, including protected space(s), if available 

· a partial invacuation 

· no action is required (a decision is made not to evacuate or invacuate) 

· lockdown 



The site manager and senior management staff will take this decision following intelligence. 



Firearms and weapons attack

Run, hide, tell – stay safe. 

Run 

· escape if you can 

· consider the safest options 

· is there a safe route? Run if not hide 

· can you get there without exposing yourself to greater danger? 

· insist others leave with you 

· leave belongings behind 

Hide 

· if you cannot run, hide 

· Find cover from gun fire 

· if you can see the attacker, they may be able to see you. Cover from view does not mean you are safe, bullets go through glass, brick, wood and metal 

· Find cover from gun re e.g. substantial brickwork/heavy reinforced walls 

· be aware of your exits 

· try not to get trapped 

· be quiet, silence your phone 

· lock/barricade yourself in 

· move away from the door 

Tell 

Call 999 – What do the police need to know? If you cannot speak or make a noise listen to the instructions given to you by the call taker:

• Location – Where are the suspects? 

• Direction – Where did you last see the suspects? 

• descriptions – Describe the attacker, numbers, features, clothing, weapons etc. 

• further information – Casualties, type of injury, building information, entrances, exits, hostages etc. 

• stop other people entering the building if it is safe to do so 



Armed police response 

· follow operator’s instructions 

· remain calm 

· can you move to a safer area? 

· avoid sudden movements that may be considered a threat 







Emergency phone/communication procedures 

Should an emergency situation be identified by or reported to a steward:



Steward to contact site office via radio (if radio fails via mobile phone). Information required, location of emergency and detail of situation. We use a traffic light system

 

Code Green being all is well on site

Code Yellow meaning an incident is being investigated, all staff to relocate to pre evacuation positions

Code Red meaning incident confirmed, prepare for evacuation on instruction from seniors

 

The three shout rule will be in operation for assistance for fighting etc which will be the location you are at three times over the radio

 

Mr. Sands will be code word for fire

Mr. Sands Friend will be code for a suspicious package.



General Managers will be informed and will assess whether evacuation procedures are required and whether to evacuate an area or the whole site. All Managers to then be informed. 



General Manager to use radios to notify all stewards to implement required evacuation procedure. Music on all stages to cease. Main stage will issue a pulse. All Stage Managers to use PA systems to notify audience members to evacuate from agreed script. Stewards to be aware of the possibility of deaf or disabled audience members who may require notification or assistance in order to evacuate the site. 



General Manager to notify emergency services and to send info to security to main entrance to the site with detail of incident and site location.  



Full site evacuation – see site plan for evacuation routes.  Audience to be directed off the roads as much as possible so that emergency vehicles have a clear access route to any point of issue. The main access road to and from the site is to be kept clear at all times in case of emergency. Emergency can use production route/ blue if necessary in a full evacuation. Stewards to aid safe evacuation of audience before evacuating site.



Partial site evacuation - Audience within close proximity to the area to be evacuated alternative zones (1,2 or 3). Stewards to aid safe evacuation of audience before evacuating site. 

Zone 1 – Top of Silver Street to Bolton Street 

Zone 2 – Bottom of Silver Street toward Anguleme Way  

Zone 3 – Entrance to Kay Gardens via Moss Street 



Accessibility – Accessibility manager and accessibility champions will lead on safe evacuation of visitors with access needs including wheelchair users.



Fire Equipment 

Fire extinguishers are provided by The Fusilier’s museum and based at each catering location and by each generator. Extinguishers can be found in the following locations - 



Broadcast trailer                      					1 x co2    1 x Foam

Bar       								1 x co2    1 x Foam

Generators all Diesel Fuel at each Generator           		1 x Foam 















Key escape routes

Exits are signposted around the site and are clearly visible to the general public. Escape routes are labelled on the map above and are lit to allow clear access. 

Assembly points

Full evacuation – audience will be directed towards The Victoria Wood Statue and off site using paths on exit roads to ensure access for emergency vehicles. 



Emergency Contact Details:

First aid is situated on the main site field. 



Fire Dept 999

0161 909 8626/27

Greater Manchester County Fire Service, Stubbins Lane, Bury BL0 0PS 

Emergency 999

Non emergency - 01706 908 0502. 



Police 999

non emergency number 101



Nearest hospital:

Ambulance 999



Nearest A&E department is at Fairfield Hospital which is 15 minutes from the Cricket Club via the M66. 



Fairfield General Hospital, Rochdale Old Road, Bury  BL9 7TD

Telephone: 0161 624 0420. 



See also:

Contractor risk assessments

Trader Risk assessments

Event Brief



General Site Assessment Burrs



		What are the hazards?

		Who might be harmed and how?

		What are you already doing to control the risks?

		Who needs to carry out the action?



		Trip hazard – uneven surface across blue route and exists

		Staff, Volunteers and public

		All surfaces are within Council Guidelines including road and pavement quality. 

		Complete



		Trip hazards

		Staff, Volunteers and public

		Levelling on pathways

Public warned of risk in advance and notices on site

		Site exit routes to be managed by site security and volunteers.



		Moving vehicle risk

		Staff, Volunteers and public

		No vehicle movement when site is active

		Lead organiser and Foundation Events 



		Risks relating to fire

		Contained in this document

		Risks are mitigated as detailed in this plan. 

		Plan checked and understood by all management and briefed to staff



		Risks relating to marquee collapse

		See separate RAs

		Risks are mitigated as detailed in separate RA.

		Ras checked and understood by all management



		Risks relating to staging

		See separate RAs

		Risks are mitigated as detailed in separate RA.

		Ras checked and understood by all management
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Risk Assessment
Matrix
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INSTRUCTIONS
ASSESSMENT STAGE: Complete section A1; Identify hazards and assign pre and post likelihood and consequence
scores (using a 3x3 or 5x5 matrix) in section A2 Control Measures to reduce risks can then be added.



MONITORING STAGE: Complete section M1; Score Control Measures in section M2 using a scale of 0-10 (10 being
complete compliance); State further actions required in section M3



Section A1 - Assessment Information



Assessment reference number [AFG01] Gazebo loading, transportation, unloading,
rigging, derigging



Assessment date 15/05/2024



Activity / item / area Loading transporting and rigging gazebos from market
stores to market premises or road closure area.



Persons at risk Council Officers, event organisers, licensees, public



Risk Matrix Format High/Medium/Low



Assessor Nick Moore



Review date



Monitoring frequency



Authorised by Roger Tait



Section M1 - Monitoring Information



Person carrying out monitoring



Monitoring date



Department / location



Checked by



Section A2 M2 - Risk / Control Measures



Hazard Risk Level Control Measures Risk Level



Assembly of tables Medium Composite construction means lighter handling weights: Tables. Each table has three end
frames 0.9m x 1.2m & 6 bars 1.2m long. Two boards 1.2m x 1.2m. Total weight 43.25KG



Demonstration of the table assembly has been held at Depot to assess the ease at which these
assemble



Manual handling best practice to be adopted.



Safety boots and clothing, PPE provided.



This can be done by a single person.



Low



Lone Working and team capability High Keys to the market stores and container held by all of the rigging team.



Loading, transportation, assembly of tables and gazebos (plus derigging operation in reverse)
must not be performed by a single officer.



Phone contact maintained with mobile contact numbers shared.



Rigging team to meet on site before undertaking the rigging and derigging work.



The capability of the officers will be measured and agreed before any operations in this Risk
Assessments start.



Low



Rigging and derigging of gazebos High A minimum requirement of four weights per gazebo is required. In higher gust speeds up to 40
mph the Adverse weather policy advises gazebos if used, will be required to be cable tied to
the vehicles, post, bollards or together to provide greater strength.



Anti-social and violent behaviour from members of the public/others means that the operation is
abandoned, pull truck left and operative moves to a safe space and reports the incident to a
line manager or Police onon 101/999.



For wind gusts more than 41 mph, no gazebos of any description will be erected. Traders will
be notified that they will be authorised to trade from the Council’s fixed stalls, their vehicles or
direct from pitch floors only.



Mechanical failure or a damaged gazebo structure means it should not be used and requires
maintenance. One of the spares will then bu used.



Rigging ad derigging of gazebos is a two-person or more responsibility.



The assembly will be by manufacturers' guidelines. Pinch hazards exist by the moving parts on
gazebos. A copy is attached in T100.



Weather conditions need consideration. If wet, icy or windy conditions cause any concern, the
operation must be stopped and reported.



Medium



Transportation of infrastructure High A check of the pull cart supplied will be done before using the equipment. Maintenance will be
by manufacturer guidelines. Any defects likely to cause a hazard will be reported and the
operation stopped.



A safe route which avoids collision between pedestrian cart and a moving vehicle will always
be taken.



A safe route will be identified before using the pull truck. This will be free of hazards including
pedestrians.



Anti-social and violent behaviour from members of the public/others means that the operation is
abandoned, pull truck left and operative moves to a safe space and reports the incident to a
line manager or Police onon 101/999.



Assessment of the maximum frame, table and weights load will be undertaken when the pull
truck arrives which is rated at 1000kg max load. This is likely to be a few gazebos with weights
and table.



Before transporting gazebos and equipment, the chosen route will always choose a minimum 3
metre gap to avoid collision between pedestrian cart and a stationary vehicle.



Capability of the officers undertaking the task will be made. Their ability will be due to health
condition, age and the availability of another officer.



Falling objects from the cart will be assessed for safe lifting back onto the load. This should not
occur if all items are within the sides of the truck with no overhang or extension above the
sides.



First Aid points for pull truck operatives will be identified as Castle House and J2 and by calling
the emergency Services on 999.



If a Health and Safety approved sack truck is used for transportation of gazebos, weights and
sides, it remains a two-person task with one being a spotter and the other to transport the load.
Both persons will load and unload the sack truck.



If the pull truck overturns or fails then it will be left in-situ and the incident reported to a line
manager, when possible. It must not be corrected by lifting until it is considered safe to do
so.maintenance of the cart



Met Office predicted wind gusts of more than 41 mph means no gazebos of any description will
be transported for use. This is stated in the Adverse Weather Policy.



Medium











Officers retain two rest days per week and shorter other working days to ensure 37 hour
working week is maintained.



Only bungee cords and ratchets in good condition are to be used and only if they secure the
load tightly and safely. Do not use old or damaged bungees and ratchet straps.



Sack trucks will have pneumatic tyres and will be safety checked every time it is used for signs
of tyre deflation and wear and tear. If faulty this will be reported to a line manager.



The pull truck has a braking system on the handle which operatives must be aware of for their
safety.



The pull truck operative must stop using the brake to avoid collison with pedestrian/member of
the public, stall holders or other officers.



The pull truck will be taken as close to the pitch site as is possible to minimise manual handling
of the items within.



The sack truck will be safe only if the manufacturers weight limit is not exceeded.



The truck purchased will house the gazebos without overhang and should be used that way. If
an overhang is necessary, it should be minimal and the loads within secured with appropriate
bungee cords or ratchet and webbing from the market stores.



There is no time constraint in transporting/rigging once the operatives start their task, at an
agreed start time. This means the turntable truck is an acceptable method of transporting
numerous manageable loads, to and from stores to site.



Transportation of gazebos is a two-person or more responsibility.



Using the pull cart will be by the manufacturers' guidelines. The load must not exceed it's
capacity of officer's capability.



Tripping and slipping Medium Regular cleaning and repositioning of the market equipment in the market stores ensures
tripping and slipping is minimised..



The market is cancelled if the weather conditions are considered to be dangerous. Refer to the
Adverse Weather Policy attached.



The market premises in use can be gritted to make them safe in icy conditions. refer to the
Adverse Weather Policy attached.



Low



Evaluation / score %



Section M3 - Further Actions Required



Description Assignee Due Date










RiskAssessment

Matrix
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INSTRUCTIONS

ASSESSMENTSTAGE:CompletesectionA1;Identifyhazardsandassignpreandpostlikelihoodandconsequence

scores(usinga3x3or5x5matrix)insectionA2ControlMeasurestoreduceriskscanthenbeadded.

MONITORINGSTAGE:CompletesectionM1;ScoreControlMeasuresinsectionM2usingascaleof0-10(10being

completecompliance);StatefurtheractionsrequiredinsectionM3

SectionA1-AssessmentInformation

Assessmentreferencenumber [AFG01]Gazeboloading,transportation,unloading,

rigging,derigging

Assessmentdate 15/05/2024

Activity/item/area Loadingtransportingandrigginggazebosfrommarket

storestomarketpremisesorroadclosurearea.

Personsatrisk CouncilOfficers,eventorganisers,licensees,public

RiskMatrixFormat High/Medium/Low

Assessor NickMoore

Reviewdate

Monitoringfrequency

Authorisedby RogerTait

SectionM1-MonitoringInformation

Personcarryingoutmonitoring

Monitoringdate

Department/location

Checkedby

SectionA2M2-Risk/ControlMeasures

Hazard RiskLevel ControlMeasures RiskLevel

Assemblyoftables Medium

Compositeconstructionmeanslighterhandlingweights:Tables.Eachtablehasthreeend

frames0.9mx1.2m&6bars1.2mlong.Twoboards1.2mx1.2m.Totalweight43.25KG

DemonstrationofthetableassemblyhasbeenheldatDepottoassesstheeaseatwhichthese

assemble

Manualhandlingbestpracticetobeadopted.

Safetybootsandclothing,PPEprovided.

Thiscanbedonebyasingleperson.

Low

LoneWorkingandteamcapability High Keystothemarketstoresandcontainerheldbyalloftheriggingteam.

Loading,transportation,assemblyoftablesandgazebos(plusderiggingoperationinreverse)

mustnotbeperformedbyasingleofficer.

Phonecontactmaintainedwithmobilecontactnumbersshared.

Riggingteamtomeetonsitebeforeundertakingtheriggingandderiggingwork.

ThecapabilityoftheofficerswillbemeasuredandagreedbeforeanyoperationsinthisRisk

Assessmentsstart.

Low

Riggingandderiggingofgazebos High

Aminimumrequirementoffourweightspergazeboisrequired.Inhighergustspeedsupto40

mphtheAdverseweatherpolicyadvisesgazebosifused,willberequiredtobecabletiedto

thevehicles,post,bollardsortogethertoprovidegreaterstrength.

Anti-socialandviolentbehaviourfrommembersofthepublic/othersmeansthattheoperationis

abandoned,pulltruckleftandoperativemovestoasafespaceandreportstheincidenttoa

linemanagerorPoliceonon101/999.

Forwindgustsmorethan41mph,nogazebosofanydescriptionwillbeerected.Traderswill

benotifiedthattheywillbeauthorisedtotradefromtheCouncil’sfixedstalls,theirvehiclesor

directfrompitchfloorsonly.

Mechanicalfailureoradamagedgazebostructuremeansitshouldnotbeusedandrequires

maintenance.Oneofthespareswillthenbuused.

Riggingadderiggingofgazebosisatwo-personormoreresponsibility.

Theassemblywillbebymanufacturers'guidelines.Pinchhazardsexistbythemovingpartson

gazebos.AcopyisattachedinT100.

Weatherconditionsneedconsideration.Ifwet,icyorwindyconditionscauseanyconcern,the

operationmustbestoppedandreported.

Medium

Transportationofinfrastructure High Acheckofthepullcartsuppliedwillbedonebeforeusingtheequipment.Maintenancewillbe

bymanufacturerguidelines.Anydefectslikelytocauseahazardwillbereportedandthe

operationstopped.

Asaferoutewhichavoidscollisionbetweenpedestriancartandamovingvehiclewillalways

betaken.

Asaferoutewillbeidentifiedbeforeusingthepulltruck.Thiswillbefreeofhazardsincluding

pedestrians.

Anti-socialandviolentbehaviourfrommembersofthepublic/othersmeansthattheoperationis

abandoned,pulltruckleftandoperativemovestoasafespaceandreportstheincidenttoa

linemanagerorPoliceonon101/999.

Assessmentofthemaximumframe,tableandweightsloadwillbeundertakenwhenthepull

truckarriveswhichisratedat1000kgmaxload.Thisislikelytobeafewgazeboswithweights

andtable.

Beforetransportinggazebosandequipment,thechosenroutewillalwayschooseaminimum3

metregaptoavoidcollisionbetweenpedestriancartandastationaryvehicle.

Capabilityoftheofficersundertakingthetaskwillbemade.Theirabilitywillbeduetohealth

condition,ageandtheavailabilityofanotherofficer.

Fallingobjectsfromthecartwillbeassessedforsafeliftingbackontotheload.Thisshouldnot

occurifallitemsarewithinthesidesofthetruckwithnooverhangorextensionabovethe

sides.

FirstAidpointsforpulltruckoperativeswillbeidentifiedasCastleHouseandJ2andbycalling

theemergencyServiceson999.

IfaHealthandSafetyapprovedsacktruckisusedfortransportationofgazebos,weightsand

sides,itremainsatwo-persontaskwithonebeingaspotterandtheothertotransporttheload.

Bothpersonswillloadandunloadthesacktruck.

Ifthepulltruckoverturnsorfailsthenitwillbeleftin-situandtheincidentreportedtoaline

manager,whenpossible.Itmustnotbecorrectedbyliftinguntilitisconsideredsafetodo

so.maintenanceofthecart

MetOfficepredictedwindgustsofmorethan41mphmeansnogazebosofanydescriptionwill

betransportedforuse.ThisisstatedintheAdverseWeatherPolicy.

Medium
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Risk Assessment
Matrix
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INSTRUCTIONS
ASSESSMENT STAGE: Complete section A1; Identify hazards and assign pre and post likelihood and consequence
scores (using a 3x3 or 5x5 matrix) in section A2 Control Measures to reduce risks can then be added.



MONITORING STAGE: Complete section M1; Score Control Measures in section M2 using a scale of 0-10 (10 being
complete compliance); State further actions required in section M3



Section A1 - Assessment Information



Assessment reference number [NULM - A1] Operating a General, Licensed and Event
Market



Assessment date 11/11/2023



Activity / item / area Newcastle-under-Lyme Markets and events



Persons at risk Officers, traders, co-hosts and customers



Risk Matrix Format High/Medium/Low



Assessor Nick Moore



Review date



Monitoring frequency Every 6 Months



Authorised by Becky Allen



Section M1 - Monitoring Information



Person carrying out monitoring Nicholas Moore



Monitoring date 19/12/2023



Department / location Markets



Checked by



Section A2 M2 - Risk / Control Measures



Hazard Risk Level Control Measures Risk Level



Broken glass on premises causing hazard Low Broken glass bottles cleared up immediately and disposed of appropriately. Gloves to be used
if handling broken glass.



0



Customer’s on-site drinks will be served in disposable cups or plasticware. 0



Majority of drinks will be served from cans and draught beer boxes, not bottles. 0



Market Supervisors and DPS to monitor regularly during the market. 0



Low



Controlling risk on trader-run/rent-free markets Medium All new and existing traders will abide by the Market Regulations, balance of trade conditions
and will only trade with prior agreement with market officers.



All traders will hold Public Liability Insurance for £5 million and proof of this received by the
Markets Officers before trading.



Bank Holiday attendance is not permitted by General Market traders unless they are part of an
organised event.



Before trading, all traders must notify the Markets Office by email.



Email contacts of all traders will be provided to the Markets Officers so that good
communication can be maintained between The Council and traders.



In an emergency, traders will call the Council contact number 01782 717717 or the Emergency
Services, as appropriate. For general queries please email markets@newcastle-staffs.gov.uk.



Manual handling - Traders should not lift Staffordshire County Council-ownedbollards to
pedestrianize Hassell Street. Signage at the entrance and exit of Hassell Street makes it an
enforceable traffic offence for vehicles to enter between defined times.



Newcastle-under-Lyme Borough Council reserve the right to cease rent-free Mondays at any
time.



No traders will be allowed to attend if adverse weather is forecast by the Met Office, which
exceeds safe working conditions, in line with the Council’s Adverse Weather advice, below.



Low



Customers smoking in the barrier area which may affect
the health and well being of others.



Low Market Supervisors and Designated Premises Supervisor to monitor regularly during the
market.



0



Market Supervisors will inform the trader to not sell alcohol for consumption in the barrier area
and the Police contacted.



0



Strict no smoking policy in the barrier area which includes E-cigarettes. Signage at entrances. 0



Low



Display Screen Equipment Low Occasional DSE workstation assessment. 0



Officers to complete a Council-supplied online training module. 0



Provide an eye test if an officer asks for one. 0



Reduce risks, including making sure workers take breaks from DSE work or do something
different.



0



Low



Electrical cable runs - Risk of trips from electrical cabling Low Extension cables not plugged into one another. Extensions to have built-in surge protectors. 0



Trip mates or tape used where cables run across public walkways. 0



Low



Electrical equipment Low any equipment used outdoors needs to be protected from ingress of water so should be IP
rated, depends on where it is and how it might be affected by water to the exact number -
https://www.fantech.com.au/images/PDF/Catalogue/IP.pdf



0 Low



Exceeding Capacity within the barrier area - Market
Supervisors to monitor capacity. When maximum reached
then customers will be prevented from entering the area
until customers leave.



Low Market Supervisors and DPS to monitor regularly during the market duration. 0



The stall holder will be instructed to not serve alcohol for consumption until there is capacity. 0



Low



Excessive consumption of alcohol Medium Market Supervisors will inform the trader to cease selling alcohol for consumption in the barrier
area.



0



No alcohol will be served to any individual who appears or is drunk. 0



The Trader as a Personal Licence holder understands this rule and commits a criminal offence. 0



Low



Excessive consumption of alcohol causing injury to the
individual or others



Medium Any accidents recorded and investigated. 0



Emergency service access is good if this is required. 0



First Aid kit is kept in the Market Office premises 0



Low



Falling Low Design of new market stalls has removed some features that made the old stalls more
attractive to climb on (square bars and permanent covers)



0



FM to inspect and maintain ladders. Appropriate equipment selected for activity, inspections
pre-use. Ladders should only be EN131 rating



0



members of public are asked not to climb on the stalls (however the area is unsupervised at 0



Low











night)



permanent covers has removed the need for traders to climb on the stalls to put covers on. 0



The need for staff to use ladders is minimal and when it does occur 2 person working is
required



0



Traders are advised not to climb on the stalls 0



Fire - Customers and staff Panic could cause crushing Medium Entry and egress is by two open ends to the barrier area, licensed area. There should always
be two open ends.



0



The barrier area is made of uncoupled 1 metre high aluminium construction. 0



Low



Fire risk and flammable materials Medium annual safety certificates requested from the caterers. 0



Stall covers coated with flame resistant coating 0



Low



Fraud avoidance Low All transactions recorded on MACCS Market software 0



receipts issued for all transactions 0



staff have being given guidance on checking notes and are equipped with a note checking pen 0



Low



Handling Medium All stall boards have lifting points on them 0



Authorised persons only to remove bollards 0



Bollard lifting by approved and safe manual handling techniques and bollard lifting equipment
has been offered to but declined by MOs. Report bollard defects to Staffs CC.



0



Conversion of prototype stall from table to chair by authorised Council staff only. 0



Council supplied combination padlock secures prototype stall either as table or chair for public
use.



0



Market supervisors have received information on correct manual handling techniques 0



Safe manual handling technique adopted when converting prototype stall using good posture
and identified hand position.



0



sectional stall boards reduce the manual handling load 0



Traders advised not to overfill trade refuse sacks 0



Low



Lone Working Low Mobile phones provided for lone workers. 0



office door is kept locked and a spyhole facility enables visitors to be checked 0



Phone contact maintained with main office and periodic visits made by supervisors 0



Secure safe on site at the market office for secure deposit of cash when required 0



Town centre location - for a substantial amount of time there are other people ( non Borough
Council employees) in the vicinity of operation



0



Low



Management of queues - Formation of queues around
market stalls



Low Market Supervisors and DPS will monitor and arrange queues to prevent blockages of
walkways.



0 Low



Market infrastructure safety Low A daily log of findings is kept in MS Teams shared location. A Bailey advises - This is an
insurance requirement should a claim need to be made



0



Daily checks of the market and infrastructure are conducted by the Markets Officers. 0



Low



Moving vehicles Low Access to the Ironmarket is bollard restricted after 10am for the duration of the market. 0



All staff to be wearing a minimum of class 2 high viz jacket / vest at all times for moving
vehicles.



0



Clear instructions given to traders on how to access the market area and vehicle access times 0



display vehicles are advised to be delivered in the early morning to prevent conflict with other
traffic



0



Exhibitors are advised that the display pitches are in a pedestrianised area and due care must
be taken.



0



Market layout separates vehicle movements from the pavement area 0



Market staff direct trader vehicles upon access and egress of the market 0



Placement of trees and other street furniture helps to protect display pitches from passing
vehicles



0



Pre-allocated stalls reduces the need for vehicle maneouvers in the market area 0



Standard traffic signs control movement within the market area (e.g. no entry & one way) 0



trader vehicles access the market at 3.30 /3.45 by pre-designated access pointsto minimise the
need for driving around the pedestrian area.



0



Vehicles removed from the market area by 9.30 which avoids the peak pedestrian time. 0



Vehicular access to the market area is bollard restricted between 10am and 4pm 0



Low



Operating a General, Licensed and Event Market -
electrical hazards



Low Advice sought from competent person on the suitability of electrical equipment and loading. 0



All portable electrical equipment listed and tested by competent person. 0



Events exceeding 499 visitors at any one time (which is permitted under the premises licence)
requires an event planner, submitted 3 months in advance, to the Event Safety Group.



0



no external connections allowed unless relevant PAT testing evidence seen 0



Only authorised persons given access to the electricity points 0



Low



Outdoor working in inclement weather Low Office base and Castle House for welfare facilities and to dry wet clothing 0



Policy on cancellation of market in bad weather and vehicles on the market in place 0



safety boots and warm / waterproof outer clothing, PPE provided 0



Low



Paying in cash to the bank Low cash carried in pockets where possible to reduce its visibility to potential thieves 0



staff vary the route and time of journey to the bank and travel in pairs where possible 0



Low











Sales of alcohol to under age customers - Risk to
reputation from legal action that follows unauthorised
sales



Low Check 25 strictly enforced at Newcastle-under-Lyme Market 0



Market Supervisors will undertake checks and inform the trader to cease selling alcohol if an
offence is suspected.



0



No alcohol can be served to any individual who appears under age. The Trader as a Personal
Licence holder understands this rule and commits a criminal offence.



0



Register of alcohol sales refusal to be kept on the provided form and given/emailed to the
Market supervisor after every trading day.



0



Low



Slips / Trips / Falls - Customers and staff working and
attending the market which is selling alcohol Spillages
from customers in the barrier area .



Medium If necessary, sand will be scattered over the spillage to assist the liquid naturally soaking into
the paviors.



0



Area is well-lit with street lighting. 0



Market Staff staff will monitor and be alerted to clean up any spillages as they arise. 0



Low



Stress Low Employee appraisal system in place. 0



Market disciplinary procedure in place for market traders 0



Market regulations and policies support decision making by officers and management 0



Occupational health advice provided to stressed employees. 0



Stress assessment is available for work-related stress, Vivup and Dove also available. 0



Targets set for employees are realistic and achievable. 0



Violence / bullying / harassment policy in place and adhered to. 0



Weekly Market team challenges meeting 0



Low



Terrorism threat Medium Be awareness trained by watching the video/module from Counter-terrorism - ACT E-learning
online.



0



CCTV in operation which is fed through to Stoke CC who monitor the town centre. 0



Collaborate with CCTV operators in town by closer working relationship with the MMF team. 0



Effective use of the bollards, creating a physical barrier to vehicles at either end of Hassell
Street market area.



0



Ensuring road closures are in place along Hassell Street outside of normal TRO
arrangements..



0



Have advance knowledge of visitors numbers attending markets and events. Over 800 people
in one location requires advanced control measures and an event planner to the Event Safety
Group 3 months in advance.



0



Have advance knowledge of visitors numbers attending markets and events. Up to 100 people
in one location triggers the above basic control measures .



0



Having a dedicated markets officer on security duty with a pre-event check and a regular
presence for its duration. Minimum patrol each hour



0



Market Supervisors undertake Anti-Terrorism online training as instructed by HR 2021. 0



Markets officers to have up-to-date contacts to raise an alert i.e. able to keep in touch with
Town Marshalls on duty, direct contact with Newcastle-under-Lyme Police.



0



NULBC would monitor the threat level and if it rose to critical it would be reviewed for safety.
Event may be cancelled.



0



Suspicious activity or vehicles will bereported to the police immediately via 999 on the day of
the event. Prior to the event it would be online or 0800 789 321.



0



Suspicious activity or vehicles will bereported to the police immediately via 999 on the day of
the event. Prior to the event it would be online or 0800 789 321.



Traders will be made aware of any enhanced threat and to abide by Run - hide - tell principle of
control.



0



Welcome Back Marshalls, Newcastle Police and BID Ambassadors conduct patrols of market
area as part of their wider town centre route.



0



Low



Terrorist attack - Firearms/weapons attack including close
quarter (Marauding Terrorist Attack)



Medium Markets Officers will make regular patrols. They will be trained in recognizing and acting on
terrorism threat.



0



Suspicious activity or vehicles will bereported to the police immediately via 999 on the day of
the event. Prior to the event it would be online or 0800 789 321.



0



Low



Terrorist attack - non-penetrative vehicle attack Medium Any suspicious, unknown or unauthorised vehicles will trigger reporting of a threat. 0



Markets Officers will make regular patrols. They will be trained in recognizing and acting on
terrorism threat.



0



Suspicious activity or vehicles will bereported to the police immediately via 999 on the day of
the event. Prior to the event it would be online or 0800 789 321.



0



Low



Terrorist attack - penetrative vehicle attack • PBIED Medium Bollards fitted by Staffordshire County Council will be in place to pedestrianize the markets
area when markets and events operate.



0



Market Officers will make regular patrols. They will be trained in recognizing and acting on
terrorism threat.



0



Suspicious activity or vehicles will bereported to the police immediately via 999 on the day of
the event. Prior to the event it would be online or 0800 789 321.



0



Low



Terrorist attack - Person-Borne Improvised Explosive
Device (suicide) attack



Medium Markets Officers will make regular patrols. They will be trained in recognizing and acting on
terrorism threat.



0



Suspicious activity or vehicles will bereported to the police immediately via 999 on the day of
the event. Prior to the event it would be online or 0800 789 321.



0



Low



Trapping Low design of stall board is intended to reduce the risk of unauthorised lifts by members of the
public



0



market staff informed of correct manual handling techniques 0



Safe manual handling technique adopted when converting prototype stall using good posture
and identified hand position.



0



Sectional stall boards reduce the difficulty of maneouvering the boards 0



Stall boards have lift points to assist in lifting and replacing them 0



Stall infrastructure is fixed except where removable bars and boards are necessary for trading
flexibility



0



Low



Tripping and slipping Medium Regular cleaning and repositioning of market equipment in the Market Office stores 0 Low











The market is cancelled if the weather conditions are considered to be dangerous 0



Trader display areas at the front and rear of the stalls are clearly marked out and controlled. 0



Tripping hazards in the surronding pavemement are reported to Staffordshire County Council 0



Violence / aggression Low Call for back up from office staff when required 0



Call for back up from Police if required 0



CCTV coverage of market area 0



Disciplinary procedure in place for market traders 0



Instructions to work in tandem when necessary 0



Market traders are required to comply with market regulations which include a clause on
acceptable behaviour



0



Market traders informed of policy decisions in writIng to support decision making by market
supervisors



0



Mobile phones provided to persons at risk. 0



Need to report violence and aggression incidents to manager for inclusion on T100, and to
complete an employee protection policy and register.



0



office door is kept locked and spyhole facilities enable screening of visitors 0



Staff instructed to walk away from incidents when necessary 0



training and information given to staff on dealing with violence and aggression 0



Low



Violence caused by excessive consumption of alcohol,
general bawdiness.



Medium Market Supervisors will inform the trader to not sell alcohol for consumption in the barrier area
and local Police contacted.



0 Low



Evaluation / score % 0



Section M3 - Further Actions Required



Description Assignee Due Date










RiskAssessment

Matrix
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INSTRUCTIONS

ASSESSMENTSTAGE:CompletesectionA1;Identifyhazardsandassignpreandpostlikelihoodandconsequence

scores(usinga3x3or5x5matrix)insectionA2ControlMeasurestoreduceriskscanthenbeadded.

MONITORINGSTAGE:CompletesectionM1;ScoreControlMeasuresinsectionM2usingascaleof0-10(10being

completecompliance);StatefurtheractionsrequiredinsectionM3

SectionA1-AssessmentInformation

Assessmentreferencenumber [NULM-A1]OperatingaGeneral,LicensedandEvent

Market

Assessmentdate 11/11/2023

Activity/item/area Newcastle-under-LymeMarketsandevents

Personsatrisk Officers,traders,co-hostsandcustomers

RiskMatrixFormat High/Medium/Low

Assessor NickMoore

Reviewdate

Monitoringfrequency Every6Months

Authorisedby BeckyAllen

SectionM1-MonitoringInformation

Personcarryingoutmonitoring NicholasMoore

Monitoringdate 19/12/2023

Department/location Markets

Checkedby

SectionA2M2-Risk/ControlMeasures

Hazard RiskLevel ControlMeasures RiskLevel

Brokenglassonpremisescausinghazard Low Brokenglassbottlesclearedupimmediatelyanddisposedofappropriately.Glovestobeused

ifhandlingbrokenglass.

0

Customer’son-sitedrinkswillbeservedindisposablecupsorplasticware. 0

Majorityofdrinkswillbeservedfromcansanddraughtbeerboxes,notbottles. 0

MarketSupervisorsandDPStomonitorregularlyduringthemarket. 0

Low

Controllingriskontrader-run/rent-freemarkets Medium AllnewandexistingtraderswillabidebytheMarketRegulations,balanceoftradeconditions

andwillonlytradewithprioragreementwithmarketofficers.

AlltraderswillholdPublicLiabilityInsurancefor£5millionandproofofthisreceivedbythe

MarketsOfficersbeforetrading.

BankHolidayattendanceisnotpermittedbyGeneralMarkettradersunlesstheyarepartofan

organisedevent.

Beforetrading,alltradersmustnotifytheMarketsOfficebyemail.

EmailcontactsofalltraderswillbeprovidedtotheMarketsOfficerssothatgood

communicationcanbemaintainedbetweenTheCouncilandtraders.

Inanemergency,traderswillcalltheCouncilcontactnumber01782717717ortheEmergency

Services,asappropriate.Forgeneralqueriespleaseemailmarkets@newcastle-staffs.gov.uk.

Manualhandling-TradersshouldnotliftStaffordshireCountyCouncil-ownedbollardsto

pedestrianizeHassellStreet.SignageattheentranceandexitofHassellStreetmakesitan

enforceabletrafficoffenceforvehiclestoenterbetweendefinedtimes.

Newcastle-under-LymeBoroughCouncilreservetherighttoceaserent-freeMondaysatany

time.

NotraderswillbeallowedtoattendifadverseweatherisforecastbytheMetOffice,which

exceedssafeworkingconditions,inlinewiththeCouncil’sAdverseWeatheradvice,below.

Low

Customerssmokinginthebarrierareawhichmayaffect

thehealthandwellbeingofothers.

Low

MarketSupervisorsandDesignatedPremisesSupervisortomonitorregularlyduringthe

market.

0

MarketSupervisorswillinformthetradertonotsellalcoholforconsumptioninthebarrierarea

andthePolicecontacted.

0

StrictnosmokingpolicyinthebarrierareawhichincludesE-cigarettes.Signageatentrances. 0

Low

DisplayScreenEquipment Low

OccasionalDSEworkstationassessment. 0

OfficerstocompleteaCouncil-suppliedonlinetrainingmodule. 0

Provideaneyetestifanofficerasksforone. 0

Reducerisks,includingmakingsureworkerstakebreaksfromDSEworkordosomething

different.

0

Low

Electricalcableruns-Riskoftripsfromelectricalcabling Low Extensioncablesnotpluggedintooneanother.Extensionstohavebuilt-insurgeprotectors. 0

Tripmatesortapeusedwherecablesrunacrosspublicwalkways. 0

Low

Electricalequipment Low anyequipmentusedoutdoorsneedstobeprotectedfromingressofwatersoshouldbeIP

rated,dependsonwhereitisandhowitmightbeaffectedbywatertotheexactnumber-

https://www.fantech.com.au/images/PDF/Catalogue/IP.pdf

0 Low

ExceedingCapacitywithinthebarrierarea-Market

Supervisorstomonitorcapacity.Whenmaximumreached

thencustomerswillbepreventedfromenteringthearea

untilcustomersleave.

Low MarketSupervisorsandDPStomonitorregularlyduringthemarketduration. 0

Thestallholderwillbeinstructedtonotservealcoholforconsumptionuntilthereiscapacity. 0

Low

Excessiveconsumptionofalcohol Medium

MarketSupervisorswillinformthetradertoceasesellingalcoholforconsumptioninthebarrier

area.

0

Noalcoholwillbeservedtoanyindividualwhoappearsorisdrunk. 0

TheTraderasaPersonalLicenceholderunderstandsthisruleandcommitsacriminaloffence. 0

Low

Excessiveconsumptionofalcoholcausinginjurytothe

individualorothers

Medium Anyaccidentsrecordedandinvestigated. 0

Emergencyserviceaccessisgoodifthisisrequired. 0

FirstAidkitiskeptintheMarketOfficepremises 0

Low

Falling Low

Designofnewmarketstallshasremovedsomefeaturesthatmadetheoldstallsmore

attractivetoclimbon(squarebarsandpermanentcovers)

0

FMtoinspectandmaintainladders.Appropriateequipmentselectedforactivity,inspections

pre-use.LaddersshouldonlybeEN131rating

0

membersofpublicareaskednottoclimbonthestalls(howevertheareaisunsupervisedat 0

Low
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Safe Working Procedure



Basic details



Reference AFGManHan Title Gazebo loading,
transportation,
unloading, rigging and
derigging



Template Health & Safety Version 3



Org Group Markets Location Markets



Issue Date 02/08/2024 Review Date 20/05/2025



Related Documents



Personal Protective Equipment Requirements



Linked Document Type Title



Risk Assessment DRAFT Gazebo loading, transportation, unloading, rigging, derigging [AFG01] 
View  



 Boots/safety



footwear



Must be worn.



 Gloves May prevent nipping when rigging/derigging gazebos.



 Hi-vis jacket Worn when using the pull truck, particularly around travelling vehicles
and busy pedestrianized areas.



Overalls/coveralls



Waterproof jacket and trousers, if appropriate in wet weather.



T100 Risk Manager - Safe Working Procedure: Gazebo loading, transportation, unloading, rigging and derigging Page 1 of 6     





https://t100riskmanager1.com/v6_3/DocumentLink/ViewCustomDocument?documentLinkID=6091102&currentItemID=19183


https://t100riskmanager1.com/v6_3/DocumentLink/ViewCustomDocument?documentLinkID=6091102&currentItemID=19183








Safety instructions



All Council officers undertaking manual handling must ensure thay
have undertaken corporate Health and Safety awareness training and understand the Risk Assessment
associated with this duty.



Online HSE guidance can be found here: Manual handling at work - Musculoskeletal disorders - HSE



Newcastle-under-Lyme Borough Council runs in-person and refresher Manual Handling courses.



 



RiskAssessment_215886.pdf 



View



T100 Risk Manager - Safe Working Procedure: Gazebo loading, transportation, unloading, rigging and derigging Page 2 of 6     





https://www.hse.gov.uk/msd/manual-handling/index.htm


https://t100riskmanager1.com/v6_3/DownloadAttachment.ashx?AttachmentId=600957








Sequence of work - Loading and unloading at the Market stores



1.  Met Office predicted wind gusts of more than 41 mph means no gazebos of any description will be
transported for use. This is stated in the Adverse Weather Policy.



2.  PPE workwear to be worn to protect personal clothing. safety Safety boots must be worn at all times.
PPE rainproof gear provides protection and warmth for the officer.



3.  Hi-vis vest or jacket When working in areas where there are moving vehicles or public moving traffic.
4.  Pre-loading check to be sure of a safe and clear passageways in storage areas.
5.  Check pull truck for defects, defects of other equipment, uneven floors and poor lighting.



Any defects likely to cause a hazard will be reported and the operation stopped.
6.  Assessment of the maximum frame, table and weights load will be undertaken when the pull truck arrives



which is rated at 1000kg max load. This is likely to be a few gazebos with weights and table.
Capability of the officers undertaking the task will be made at this
time. Their ability will be due to health condition and physical ability.



7.  The gazebos will be stored in a safe upright position which means that they can be pivoted and lowered
into the truck for transportation, rather than lifted.



8.  The pull truck will be taken as close to the items to be lifted onto it, as possible.
9.  The tables will be lifted onto the truck in their single component parts rather than as a complete unit to



reduce the weight burden on the person lifting.
10.  The sides and weight will be lifted onto the pull truck in relation to HSE manual handling guidance



attached.
11.   If an overhang



is necessary, it should be minimal and the loads within secured with appropriate bungee cords or ratchet and
webbing from the market stores. Using the pull cart will be by the manufacturers' guidelines.
The load must not exceed it's capacity of officer's capability.



12.  The manual pull-truck will house all of the gazebo length and width without overhang,
and should be used that way. If the rear panel is removed then any overhanging load should be kept to
a minimum and be secured with ratchet straps from the Market Stores.



13.  The team at the delivery site will use safe lifting practices to unload the items. The same applies at the
storage location in the markets yard at the end of the day.



14.  The manual handling HSE guidance attached shows the risks associated with lifting weights and should
be followed during this task.



15.  Gazebos are stored out of their storage bags and sitting firmly on their four sturdy feet on the level
concrete floor. This increases stability considerably and is the way that safer storage is achieved.



16.  Loading should be achieved by placing the truck in last and removing it first  – this would then reduce
double handling.
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Transporting the load to site and from site to market stores



1.  Before transporting gazebos and equipment, the chosen route will always choose a minimum 3 metre gap to
avoid collision between pedestrian cart and a stationary vehicle.



2.  Check there is a safe route to site. One
which avoids collision between pedestrian cart and a moving vehicle will always be taken. Anti-
social and violent behaviour from members of the public/others means that the operation is abandoned,
pull truck left and operative moves to a safe space and reports the incident to a line manager or Police on
101/999.



3.  Falling objects from the cart will be assessed for safe lifting back onto the load.This should not occur if all
items are within the sides of the truck with no overhang or extension above the sides.
First Aid points for pull truck operatives will be identified as Castle House and J2 and by calling the
emergency Services on 999.



4.  If the pull truck overturns or fails then it will be left in-
situ and the incident reported to a line manager, when
possible. It must not be corrected by lifting until it is considered safe to do so.



5.  The pull truck has a braking system on the handle which operatives must be aware of for their safety.
The pull truck operative must stop the cart using the brake to avoid collison with pedestrian/member of the
public, stall holders or other officers.



6.  The pull truck will be taken as close to the pitch site as is possible to minimise manual handling of the items
within.
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Rigging and de-rigging gazebos



1.  The assembly will be by manufacturers' guidelines attached.
2.  A minimum requirement of four weights per gazebo is required. In higher gust speeds up to 40mph the



Adverse weather policy advises gazebos if used, will be required to be cable tied to the vehicles, post,
bollards or together to provide greater strength.



3.  Anti-social and violent behaviour from members of the public/others means that the operation is
abandoned, pull truck left and operative moves to a safe space and reports the incident to a line
manager or Police onon 101/999.



4.  For wind gusts more than 41 mph, no gazebos of any description will be erected. Traders will be notified
that they will be authorised to trade from the Council’s fixed stalls, their vehicles or direct from pitch
floors only.



5.  Mechanical failure or a damaged gazebo structure means it should not be used and requires
maintenance. One of the spares will then bu used.



6.  Rigging ad derigging of gazebos is a two-person or more responsibility.
7.  Pinch hazards exist by the moving parts on gazebos. A copy is attached in Risk Assessment.
8.  Weather conditions need consideration. If wet, icy or windy conditions cause any concern, the operation



must be stopped and reported.



Additional recommendations for Market Store safety



Store safety



Secure the gazebo units to prevent them toppling over into each other when you try to move one. This will
be a ratchet strap as an immediate measure from 2 August 2024.



A longer term solution may involve shelving or rails in either timber or metal to be bolted into the concrete.



Subsequent plans will deal with how the items are best stored internally using the space that is available so
that they can be removed without causing injury. This could be shelving, could be rails with chains across the
front.



The trolley or sack truck that is being used to transport them needs to be able to be moved close to them
and allow them to be retrieved without the domino effect happening.



The table rails that support the wooden boards need to be stored in an appropriate way that prevents them
sliding and moving, most likely a wheelie bin or similar.



Load the unit from the back forwards with the items that are most likely to be moved on a daily or weekly
basis stored nearest to the door.



Trolleys and sack trucks



The pull trolley purchased from Germany meets its required purpose and has a brake installed. Use it as a
first choice.



Take care when maneuvering past obstacles on pavements and roads.
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It has a wide turning circle so turning it and storing it within the shed is difficult and you may consider
storing it externally moving forward.



With Gazebos, the bed of the trolley is too short for the end panel to be secured due to the length so ensure
the overhang is minimal or ratchet straps are used to secure the load to the trolley.



The weight of the trolley plus the additional weight of the gazebos is means it is a two person operation to
pull and maneuver. Only place one gazebo in at a time.



It is permitted  to use the trolley to store some stands and boards within and necessary weights and moving
those within this trolley.



 



Any other sack trucks in use must be passed as fit for purpose in consideration of the weight thet can be
supported by the truck.



Air in the tyres will need to be monitored and maintained



Remeber, sack trucks move the weight of the gazebos closer to the man meaning more manoeuvrability,
conversely more strength is  required from the person using the sack truck.



Any bungee cords used to secure gazebos that are damaged and not fit for purpose will need to be
replaced.



Sack trucks need to be regularly inspected and maintained as it is likely to be used to provide additional
support to the process



Do not, unless absolutley necessary, store the gazebos within the brick office and use the sack truck to move
gazebos down the stairs. Sack trucks should be used on level ground wherever possible due to the man
bearing some of the weight of the load.



Sack trucks due to their size can be easily stored within the shed along with the equipment.



Authorisation



The conditions of this safe systems of work have been read and understood by the following persons:



Accepted for implementation. Work may proceed as planned.



Date



02/08/2024



Comments



additional safety measures following an incident



Authorised By (Name)



Nick Moore



Authorised By (Position)



Town Centre Officer
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 Boots/safety

footwear

Must be worn.

 Gloves May prevent nipping when rigging/derigging gazebos.

 Hi-vis jacket Worn when using the pull truck, particularly around travelling vehicles

and busy pedestrianized areas.

Overalls/coveralls

Waterproof jacket and trousers, if appropriate in wet weather.
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