CROWBOROUGH TOWN COUNCIL

To all Members of the COMMUNICATION AND EVENTS Committee (with copies to all other
members for information).

You are surmmoned to attend a meeting of the Communication and Events Committee on
Tuesday 19" April 2022 at 7.30pm when it is proposed to transact the following business:

Caroline Miles, Town Clerk
6™ April 2022

MEETINGS OF THE COUMCIL ARE OPEM TO THE PUBLIC.
Access details for this remate meeting are available at
www.crowboroughtowncouncil.gov.uk or by telephoning 01892 652907

QUESTIONS FROM MEMBERS OF THE PUBLIC (15 minutes maximum)
1. APOLOGIES
2. DECLARATIONS OF INTEREST

3. MINUTES
3.1 Minutes of the meeting of 18t January 2022

4. ASHDOWN RADIO
4.1 To note the officer’s report and agree any action

5. EVENTS
5.1 To note the Events report and agree any action
5.2 To note the Eco Exhibition report and agree any action

6. FESTIVE LIGHTS
6.1 To note the Festive Lights report and agree any action

7. CO-OPTION AWARENESS CAMPAIGN
7.1 To review the co-option awareness campaign and agree any action

8. FINAMCIAL MATTERS
8.1 To note the finance report and agree any action

9. URGENT MATTERS AT THE DISCRETION OF THE CHAIRMAN FOR NOTING



AGENDA ITEM NUMBER: 4.1

MEETING DATE: 19™ April 2022

COUNCILfCOMMITTEE: Communication and Events

TITLE: Ashdown Radio

PURPQSE OF REPORT: To inform members of a request by Ashdown Radio

SUPPORTING DOCUMENTS: None
OFFICER CONTACT: Assistant Town Clerk

[ OFFICER RECOMIMENDATIONS:
1

2 ]

The following request has been received from Ashdown Radio:

We are currently filling our interview diary for April onwards for interviewees for Ashdown
Radio — the new name of Uckfield FM from April. We are looking for the town council to have
a regular slot. | coordinate the interview diary for presenter Gary King, who offers 10-minute
slots at 1035 and 1135 weekdays. We would love someone from your organisation to come
on air and discuss local issues / events [ activities with us.

Interviews are generally done over the phone, we have two ways we can do this one is we
call you on a traditional phone (we have to make the call because of the way our equipment
is set up) the other is we send you a link by email, and you connect to the studio at the right
time and speak to Gary.

We will be reviewing our social distancing policy in due course regarding having face to face
guests again, but for the moment interviews are virtual only.

Look forward to hearing from you,

The committee is asked to consider how it wishes to respond to this offer.



AGENDA ITEM NUMBER: S

MEETING DATE: 19" April 2022

COUNCIL/COMMITTEE: Communication and Events

TITLE: Events

PURPOSE OF REPORT: To provide members with an update on planning to date

SUPPORTING DOCUMENTS: Appendix A - Queens Jubilee location map

Appendix B — Draft CrowFest Management plan
Appendix C - CrowFest Risk Assessment
CrowFest map and car park guide to be handed out at the

meeting.

OFFICER CONTACT: Events Coordinator

1
2

OFFICER RECOMMENDATIONS:

Planned events for 2022

Town Conference (20'" April 2022)

Venue has been booked — United Church on Croft Road

Reminder has been sent to all councillors

Speaker confirmed — Graham Bond from Sussex Police will speak about speed
cameras and general issues

Town conference posters — up from Monday 4™ April

Event is on website and on Facebook

On the night, the Events Coordinator will set up, as well as performing roving
microphone duties during the conference.

Boundary Walk (22" May 2022)

Posters advertising the event are ready and will be put up on Monday 25" April.
Event is on website and on Facebook




Press release to go out in Crowborough Life and on Ashdown Radios events calendar
Registration opens at 9am with a prayer from All Saints Rev. Steve Rees followed by
staggered start time between 9am and 1lam

More signage will be put in place as previous feedback urged this

5t Johns Ambulance is booked for the event

Two weeks prior to event the route will he walked by office the Grounds Team and
Events Coordinator

13" May — Grounds staff to walk route to cut hedges back and check grounds as well
as put up signs. In the afternoon, there will be a staff briefing for the Events staff

FOR COMMITTEE CONSIDERATION: To decide whether free water and chocolate will be

handed out as previous years, or whether a small charge should be made for this service.

Queens Jubilee “Big Lunch” (5 June 2022)

Venue — Chapel Green between 11am-3pm

Event is on website and on Facebook

Mearby residents will be notified nearer the date

Press release to go aut in Crowborough Life and on Ashdown Radios events calendar
Posters are in the process of being designed

St lohns Ambulance are booked

Toilets have been booked

TEN licences to sell alcohol will be submitted

Marquee with beer tables booked — Blue Anchor to run bar from here

Further seating in form of straw bales dotted around

Marguee for live music, the following has been booked and confirmed (timings
might change)

11:00-12:00 Jon Hamilton Big Band
12:15-12:45 Ashdown Choir
12:55-13:25 All Saints Church
13:35-14:05  Fermor Schoal choir
14:15-15:00 The Crowborough Players

Following children’s entertainment has been booked

-

2 x Fair rides

Messy Play area

Face Painting

Punch & Judy

Balloon Man

Queens guards stilt walkers

Fire brigade will have a vehicle onsite for people to visit
Frank Humphry TBC

Location map available in Appendix A.



Catering booked
= BBQ —5couts
s Fish & Chips - The village chippy Sussex
e |ce Cream - Tony Roach
s Cakes / Brownies — Crumble & Treacle
s Bar — The Blue Anchor

sussex Day (16 June 2022)
e Fvent to take place at Chapel Green War Memorial
e FEventis on wehsite and Facebook
e Sussex Flag to be raised at 9am
¢ Town Crier, Jon Bartholomew, has been hooked for 4pm. Sussex Charter will be read
followed by bell ringing.

CrowFest (16th-17th July 2022)

e Eventis on website and on Facebook

s The Events Instagram page has 117 followers to date. Events Coordinator posts
updates on confirmed vendors, confirmed pitch holders and other updates.

e The Crowfestoffical Facebook page has got 256 followers to date and 194 “likes”

e Press release to go out in Crowborough Life and on Ashdown Radios events calendar

e Ashdown radio will also conduct a short interview with Clir Matthew Street in May
where a range of questions about the event will be answered

¢ The event will also use some of Local and Live's marketing channels to promote the
event

e St Johns Ambulance are booked

s Toilets are booked

s Premises licence has been submitted for selling alcohol

The inside of the running track is allocated for children’s entertainment, stall holders and
ECO Hub marquee. This section will be open from 1pm to 6pm. The Scouts will run their
BBQ here and there will also be an ice cream van in this area. A first aid gazebo as well as
toilets will be available too.
Children’s entertainment booked

o Inflatables, crazy golf

e Arts & Craft marquee to be run by Arty-time but will also include Face Painting

Stall holders
e 22 pitches have been sold to date
e Stall holders have been asked to bring their own gazebo and to leave their cars at
the leisure centres carpark as no cars will be allowed on the running track

ECO Huh
s A meeting with Cllr. Alison Arthur and the events team took place in March to
explore ideas and options for this, It was agreed that a marquee will be allocated
for the ECO Hub and it will be run by Alison and her team, The activities for this
are still to be confirmed. The idea is that it will create an interest for a larger ECO
exhibition to be held at a later date.



Entertainment ring — this will be open from 1pm to 6pm approximately. Ade Maorris booked
for MC duties

Day one — Saturday 16™ July — still a couple of slots to fill, Army Cadets is potentially
interested in performing a drill - TBC

13:15-13:45 50 Dance Academy
14:00-14:30 BMX show
15:00-15:30 TBC

16:00-16:30  BMX show
17:00-17:30 TBC

Day two — Sunday 17" July

13:15-13:45 Sheepdog demonstration
14:00-14:30 50 Dance Academy
15:00-15:30 Dangerous Steve
15:45-16:15 Sheepdog demonstration
16:30-17:00 Dangerous Steve

The music festival area — this will be open from 1pm to 9pm, however, the first band will be
onstage from 2pm. This area will also have toilets, meeting point, first aid, artist green room
and the security team will have gazebos in this area.

e A list of bands will be confirmed by the end of April, ready to be announced to
the public in May

e Stage company including security, power, stage sound and lights — booking in
progress

s Stage Manager, Paul Dunton booked

Catering booked to date (Local vendors has been approached and used where possible)

s  Fish & Chips - The Village Chippy Sussex

e Pizza — Doughbro

o |ce cream - Southern Counties

o Cakes and brownies - Crumble and Treacle
= Creps - Ed & Rosie Delaney

= Burgers — Chuckaburger

e Thai— Nongs Kitchen

s Doughnuts — Maxime Doughnut Hut

e (Coffee— BrewBox TBC

FOR COMMITTEE CONSIDERATION: Ta share any suggestions for acts for the performing
ring and for any councillors to volunteer help during the event (various opportunities




including car park duties, money bucket collection, roaming the event area, support at
green room, meeting point and at performing ring area as well as being available in the kid's
zohe.)

Firework Display (5" November 2022)
s Pyrovision has suggested a show featuring Elton John, as he goes into his worldwide
farewell tour

Armistice Day (11" November 2022)
e Crowborough Veterans & Supporters Association and CTC has met
¢ Road closure application has been submitted

Remembrance Day (13" November 2022)
s Crowhorough Veterans & Supporters Association and CTC has met
¢ Maore staff as stewards has been agreed
¢ Road closure application has been submitted
* St Johns Ambulance has been booked

Christmas Fair (25" November 2022)
o Based on previous feedback, the Events Coordinator suggests extending the
Christmas fair by 30 minutes to increase the opportunity for the stallholders to take
advantage of the “atmospheric feel” from the lights being switched on

FOR COMMITTEE CONSIDERATION: To consider extending the Christmas fair by 30 minutes
(4pm to 6.30pm)

Civic Carol Service (7*" December 2022)
e All Saints Church booked for 7" December 2023
¢ Further planning to start later in the year.
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Crowborough Town Council
Council Offices

Pine Grove

Crowborough

East Sussex
TNE 1DH

01892 652907

EVENT MANAGEMENT PLAN

Event Management Plan for small and medlum sized outdoor events.

EVENT ORGAMNISER DETAILS

Event Organiser Name: Mia Kelly

Department: Event Planning

Telephone: 01892 652907

Mobile: [l A |

Email: events@ crowboroughtowncouncil.gov.uk
Mame of Event: CrowFest 2022

Event Location: Goldsmith’s Recreation Ground, Crowborough
Audience Profile: Resldents of Crowborough Town
Approximate Audience Numbers: Up to 10,000 throughout event

Date of the Event: 16'"-17' July 2022

Contact Telephone Number on Day of

the Event: [ e . 2
(if different to above)
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1.INTRODUCTION

1.1 EVENT OVERVIEW
Event Description

CrowFest is a two-day music festival providing a platform for local artists and suppliers. The event incorporates
children’s activities, inflatable area, performing ring with entertainers as well as stall holders and a main stage.
Their will be a range of local vendors on site providing refreshments, including a bar area.

The event is taking place at Goldsmith’s Recreation Ground between 13:00-21:00 on Saturday the 16" and
Sunday the 17" July. Based on other events the Council organises, it's likely the event will attract up to 10,000
people over the weekend.

Thae avent is free to attend, and the desire is to attract residents, across all ages as well as people in nearby
locations. This event will help support local businesses and promote local upeoming music artists,

Event timing

Event start time Gates to open at 13:00

Event end time 21:00



2. EVENT MANAGEMENT

2.1 EVENT ORGAMISATION STRUCTURE




2.2 KEY EVENT MANAGEMENT CON

MName
Mia Kelly

Peter Cunnington

lames Webbear

2.3 KEYEVENT CONTACTS — OTHER

TACTS

Role
Event Organiser

Operations Manager
{Event Management)

Head Groundsman

AUTHORITIES (Fire, Police, First aid etc...)

Organisation
Susseyx Police

East Sussex Fire and Rescue
Servica

SECAME

Wealden District Council

MNH3

East Sussex Highways

ACT/ ENTERTAINMENT

Name

Contact number
01892 652907

01892 652907

02031 622363/ 999

Central.businesssafety@esfrs.org
111/ 999

ESOU.Events@secamb.nhs.uk
01323 443322

0345 608 0192
G2 5 i e S i T S Wil St S|



OrganisationfCompany Name Contact Details
Peter Johnson Entertainment

S0 Dance Academy
TEC Act from Fire brigade

TBC Stage act 1-18

SUPPLIERS/CONTRACTORS

OrganisationfCompany
Peter Johnson Entertainment

Maridian Toilets

Blue Anchor info@blueanchorcrowborough.co.uk

Carnival Ice’'s (Ice Cream) .co.uk

The village chippy sussex thevillagechippy.sussex@gmail.com

Crumble & Trecle ndtreacle.co.uk de
Doughbro

Southern Counties ice cream
Scouts BBQ

TBC food vendor

TBC food vendor

Local & Live Consultant

The Pro Group
= Stage
Lights
Security
Electrics
Best in tents — marquees [
gazehos

info@bestintentsmarquees.co.uk

I g
o
E
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=
.
=3
o]
=

2.4 PRODUCTION SCHEDULE



PRODUCTION SCHEDULE — pre-event build

Date Task Start Time  Finish Time Resourcesfwho Motes
13/06/22 Tree survey of event site 09:00 Grounds Team
14/06/22 Site Survey for ground repairs 09:00 Grounds team
15/06/22 Event items build e.g. Signs, 09:00 Grounds team
information boards, banners.
27/06/22 Ground repairs 05:00 Grounds team
04/07/22 Access and Egress 05:00 Grounds team
improvements
14/07/22 Security Fencing up around site  09:00 Grounds teamn
14/07/22 Road signs up 09:00 Grounds team
14/07/22 Cones to be put in place 09:00 Grounds team
14/07/22 Prep car park; line mark 09:00 Grounds team
14/07f22 Mark out pitches with numbers  09:00 Grounds team
14/07/22 Crowd Barrier fencing to be put  09:00 Grounds team
in place
15/07f22 Close off site to public 09:00 Grounds team
15/07/22 Stage build commences 09:00 Pro Group
15/07/22 Light towers install 09:00 Pro group
15/07/22 Marquees [ gazebos up 09:00 Best in Tents
15/07/22 Stage fencing, arena fencingup  09:00 Grounds team
15/07/22 Bar to be built 09:00 Blue Ancher
15/07/22 Power to the site 09:00 Pro Group
15/07/22 Bins for litter up 09:00 Grounds team
15/07/22 Signage up 09:00 Grounds team

PRODUCTION SCHEDULE event day bulld



Date
16,/07/22

16/07/22
16/07/22
16/07/22
16/07/22
16/07/22

16/07/22

Task
Toilets arrive and set up

Pitch holders to set up
Vendors to arrive for set up
Stage company final checks
Arena sound test and set up
Electricity testing

Inflatables set up

Start Time
09:00

09:00

09:00

09:00

09:00

09:00

09:00

Finish Time Resources/who Motes

11:00

12:45

12:45

12:45

12:45

12:45

12:45

Meridian Toilets

The Pro Group
The Pro Group

The Pro Group



PRODUCTION SCHEDULE — post event breakdown

Date
17/07/22

17/07/22
17/07/22
17/07/22
17/07/22
18/07/22
18/07/22
18/07/22
18/07/22
18/07/22
18/07/22
18/07/22
18/07/22
18/07/22

18/07/22

Task
Pitch holders to remove

gazehos

Remove Inflatables
Vendors to leave

Litter picking across site

Site to be closed

CTC Gazebo's to be removed
Litter picking across site
Toilets to be collected

Stage and PA systems to be
removed

Marquees to be taken down
Bar to ba taken down
Fencing to be taken down
Car park to be clearad
Signage and cones to be

removed

Litter picking

Start Time
18:00

18:00

21.00

21:00

22:00

08:00

08:00

08.00

08:00

08:00

08:00

08:00

08:00

08:00

03:00

Finish Time
21:00

21:00

22:00

22:00

24:00

12:00

12:00

12:00

17:00

17.00

17.00

17.00

17:.00

17:00

17:00

Resources/who
Pitch holders

CTC ground staff
CTC ground staff
CTC ground staff
CTC ground staff
Meridian Toilets
The Pro Group
Best in tents
Blue Anchor

CTC ground staff
CTC ground staff
CTC ground staff

CTC ground staff

MNotes



2.5 EVENT RUNNMNING ORDER

EVENT RUNNING ORDER

Date
16/07/22

16/07/22
16/07/22
16/07/22
16/07/22
16/07/22
16/07/22
16/07/22
16/07/22
16/07/22
16/07/22
16/07/22
16/07/22
16/07/22
16/07/22

16/07/22

17/07/22
17/07/22
17/07/22
17/07/22
17/07/22

17/07/22

Venue
Entertainment arena

Entertainment arena

Entertainment arena

Entertainment arena

Entertainment arena

Main stage

Main stage

Main stage

Main stage

Main stage

Main stage

Main stagea

Main stage

Main stage

Kids zone

Kids zone

Entertainment arena

Entertainment arena

Entertainment arena

Entertainment arena

Entartainment arena

Main stage

Description
S0 Dance Academy

BMX show

TBC

TBC

TBC

Performer 1

Performer 2

Performer 3

Performer 4

Performer 5

Performer 6

Performer 7

Performer 8

Parformer 9

Inflatables

Market stalls

Sheepdog
demonstration

SO Dance Academy
Dangarous Steve
TBC

TBC

Performer 1

10

Start Time
13:00

13:00

13:.00

13.00

13:00

14:00

14:00

14:00

14:00

14:.00

14:00

14:00

14:00

14:.00

13:00

13:00

13:00

13:00

13:00

13:00

13:00

14:00

Finish Time MNotes

18:00

18:00

18:00

18:00

18:00

21.00

21:.00

21:00

21:00

21:00

21:00

21:00

21:00

21:00

18:00

18:00

18:00

18:00

18:00

18:00

18:00

21:00



17/07/22 Main stage Performer 2 14:00 21:00

17/07/22 Main stage Parformer 3 14:00 21:.00
17/07/22 Main stage Performer 4 14:00 21:00
17/07/22 Main stage Performer 5 14:00 21:00
17/07/22  Main stage Performer 6 14:00 21:00
17/07/22 Main stage Performer 7 14:00 21:00
17/07/22 Main stage Performer 8 14:00 21:00
17/07/22 Main stage Performer 9 14:00 21:00

3. HEALTH AND SAFETY

3.1 RESPONSIBILITY FOR HEALTH AND SAFETY AT EVENT
The Health and Safety at Work Act 1974 http.//www.hse.gov.uk/legislation/hswa.htm is the primary piece of

lagislation that covers health and safety at work. Even if you are a community organisation with no employees itis
still your responsibility to ensure that your event and any contractors are operating legally and safely. It is therefore
assential that you address the following areas to ensura that all steps have been taken to ensure your event is safe
and complies with all health and safety law and guidelines.

3.2 RISK ASSESSMENT
Risk assessment to be attached to document.
3.3 FIRE SAFETY

A fira-safety risk assessment can be carried out either as a separate exercise or as part of a single event risk
assessment covering all other health and safety risks.

Ensure that, based on the findings of the assessment, adequate and appropriate fire-safety measures are taken to
minimise the risk of injury or loss of life in the event of a fire. This will include safe occupant capacities based around
means of ascape.

1. Have you carried out a fire risk assessment and considered the significant findings?
Yes — included on Risk assessment

2. Are there sufficient competent people to manage the event? Will a fire safety officer be present?

Minimum of 3 fire wardens to be in attendance at all times, Event Manager will take the role of safety officer
during event.

Local fire brigade will be in attendance during the event.

3. Detail the means of controlling the occupancy numbers at your event,
The event is an open outdoor event. It is predicted that the event will attract no more than 10.000 throughout
the weekend, and there will not be more than 4900 people in attendance at one moment in time. The event has a
capacity of 6500 max. If at any point it was deemed that the number of attendees would exceed this number, then
a control measure of one in and one out would be implemented. The entrance and exit will be controlled by

11



security who will be monitoring the numbers using a capacity software tool. Name of software and how do we
count it

4. What provision of warning is there in case of fire?

PA Audio system will broadcast any emergency warnings to all attendees in the event of a fire. A loud hailer will be
at tha contact point for use in the event of the PA system developing a fault. See script in the appendix.

5. Are there adequate numbers of fire exits for occupancy numbers of the event?
Open plan event with 5 exit points.

6. Does your event involve the use of any temporary structures (such as marguees)? If so, are the escape
routes sufficient for the numbers expected to use them?
All marquees will always have a minimum of one of the longest sides fully open to allow entry and exit. Nothing
will be placed to prevent this as being an emergency exit route. The exit points will be 3m wide.

7. Will all emergency exits be adequately indicated with correct health and safety signage?
All axit points of the site will have signage directing people.

8. Are all stage/set decorations/gazebos etc. fire retardant to BS standard? Will checks be made on
certification on site?
All marqueas and gazebos as well as stage used will be fire retardant to BS 7837: 1996, The Events Manager /
Operations Manager will ensure that certification is checked on site. Marquee installer will provide certification of
safe construction.

9. What lighting is available if the event continues following darkness?
Event will be during daylight hours. Event dismantling will continue into hours of darkness. Street lighting is
available around the perimeter of the event location. Additional tower lighting will be provided where needed.
See event map.
Flood lights — on the running track
Bar, artists green room and all gazebo's will have lights.

10. What emergency lighting is available?
Tower lights will be diesel powered and therefore will provide back up supply of lighting if a power fault occurs. All
lighting inside of temporary structures will be run from generators and therefore not effected by power faults on
the main grid. Any temporary structure will have a side open allowing for clear exit and visibility in the event of a
power shortage to the generator systam.

11, Have all ignition sources been Identifiad?
As per risk assessment

12. Will generators be fuelled by diesel?
Yes, where possible.

12



If your event has catering the following information is required:

13. Are Liguid Petroleum Gas [LPG) cylinders being used and/or stored at the venue? (If N/A go to 15)
Yes, some vendors will be using LPG cylinder. Stored only for the duration of the event and then removed from
site. Cylinders be secured in an upright position with appropriate signage displayed.

14. What control measures are in place for storing LPG?

LPG cylinder will be stored upright and secured in position to prevent falling over. Cylinder will be out of access for
public,

15. Detail the firefighting equipment across your event site.

CO2 and water fire extinguishers will be located at the stage, bar, arena and inflatable area,
Local fire brigade will be at the event.

16. How are staff trained to use firefighting equipment?

- In house staff are trained in the use of fire extinguishers and as fire wardens.
- On site there will be a minimum of 1 x fire coordinator, 3  fire wardens during event set up and event
running times,

17. Detail the structural materials and decorations/hangings/gazebos that are fire retardant to BS/EN
standards

Gazeho's - Flame Retardant to BS 7837; 1996, DIN 4102-B1 & DIM 4102-B2

18. |s there suitable fire appliance access to venue? Is this location detailed on your site plan?
Emergency access will always be maintained. Emergency access routes map provided.

19, Have you identifiad a place of safety in the event of a fire? Is this location detailed on your site plan?
N/A Open event, crowd will be encouraged to disperse amongst the fire exit points,

13



3.4 SECURITY AND STEWARDING/ CROWD MANAGEMENT

Some events will require some professional security. The main purpose of security and stewarding is crowd control
and it will ba your risk assessmant that will identify what your security requirements will be,

Security at events must be SIA (Security Industry Authority) registered. More information is available at
http:/fwww.sia.homeoffice.gov.uk/Pages/ home.aspx

Please provide details of the arrangements you have made for stewarding and security at your event,

What are the roles and responsibilities of your stewards?
# To ensure the safety of the public at the event,
» Ensure that the inflatables are used safely,
o the arena displays are run safely,
s The contact point tent Is manned at all times.
» The carpark is managed efficiently
o Litteris disposed of correctly
# The running of the event

Defined roles are:

e Carpark Steward

s [Meeting Point Steward

s |Inflatable Steward

= Arena Steward

¢ Roaming Steward
Where will they be positioned and why?

- At the inflatables area x 4 (Trained and experienced staff from Peter Johnson Entertainment for the safety

of users of the inflatables)

- The performing arana x2 (For assisting with changing over equipment between acts)

- Masting point x 1 (Halp point for attendees to the event, providing free water)

- Roaming x 2 (Responding to needs of the event and providing welfare breaks for other stewards)

- Car park % 4 (Directing vehicles into carparks and spacas)
Who are your stewards? How will they be identified? We do not require names, just where you have recruited
them from.
Crowborough Town Council Grounds Staff. All stewards will wear CrowFest Brandad T-shirts and high visible vests,
Inflatable staff are provided by the company and are trained and experienced wearing company uniform.

Will you be using Security Industry Authority (SIA) qualified security staff? (If yes, include details of role, numbers
and location details )

Subcontracted to the Pro Group, details of numbers to be confirmed, however will be providing sufficient cover
for the stage area, bar, arena and inflatables area throughout a 24hrs cover to ensure the site continuously has
security coverage.

All security will be SIA licenced

When will your Security and Stewards be briefed prior to the start of the event? Please provide a copy of the
information that will be given to Security and Stewards (briefing document)

Stawards will be briefed on the 11/07/2022 by the event organiser/ event manager. A copy of the event briefing
will be included.

Security will be provided with a briefing in advance of the event and then will receive an on site briefing by their
supervisor and the event Manager

How will the event team and the Security and Stewards (including any traffic stewards) communicate with each
other on the day of the event?
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Two way radios will be given to all stewards, security, first aid and events management, Separate channels will be
used for each department. They will be:

e Security Channel

e Carpark Channel

s Stage Channel

e First Aid Channel

s Open Channel

Event Management will have overview radios allowing all transmissions to channels to be heard.
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3.5 EMERGEMNCY PROCEDURES

It is important that you document your procedures and communicate this with all your event staff, contractors and
volunteers, as well as making the emergency services aware of your event.

Details of emergency plan for the event.

Responsible person for determining that an incident is a major incident or emergency and will take responsibility
for decisions until the emergency services arrive and take control?

Event Manager - Peter Cunnington

Who will repert this to the emergency sarvicas?

Event Manager - Peter Cunnington
Event Organiser — Mia Kelly

Or any person required to do so by the above,

What systems do you have in place to contact the local emergency services?
Event Organiser, Event Manager and Head Groundsman will have a mobile phone in their possession at all times.

Who will liaise with the emergency services when they get to the site?
Event Manager - Peter Cunnington

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?

- Emergency access will ba maintained from the A26 (Eridge Road) throughout the site,

- Vehicular access routes will be keep clear of physical obstructions across the site,

- Two vehicular access points for emergency services will be 1. Via main entrance point, 2. Via front of
leisure centre,

- Fire service will be provided with access and egress map prior to event occurring for reference in the
event of an emergency.

Who will ba responsible for crowd control during an incident?

Event Manager — Peter Cunnington and Head Groundsman —James Webber. They will Instruct Security to maintain
crowd control,

If required, how will the event be evacuated and what steps would you take?

In the event of evacuation being required, an announcement will be made via the PA system/ loud hailer for all
members of public to evacuate, Stawards/ security will then direct the public away from the location onto the
footpaths along Eridge Road / Pilmer Road.

How will any evacuation instruction be given?
Via PA system or loud hailer. Event Manager will be responsible to enacting the required evacuation information.

Details of any emergency signage that will be used at the event (i.e. emergency exit signs)
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N/A

Use the METHANE method below to describe the situation to the emergency services when something happens.

I - Major Emergency Assess situation

E - Exact Location Exact location? How widespread?

T - Type of Incident Causa? What do we need to respond to?

H - Hazards What might others need to know?

A - Access Approved route? Rendezvous point?

M - Number of casualties Injured & non-injured. How many? Where?

E - Emergency Services Who has attended? What information has been provided?

Unattended Items / Suspicious ltems
When assessing whether an item may be an unattended bag or something more sinister, use the following guidance:

H - Hidden Deliberately Has it been put somewhera in an attempt to hide it?
O - Obviously Suspicious Does it look like a davica?

T - Typical of an item at your location If you're at a concert, for instance, is it a rucksack or something someone
may have left.

Chances are if you have answered NO to the questions above, it isn't suspicious. Ask around to see if anyone noticed
who put it there. If there is a chance it may be suspicious, use the following as guidance:

C - Confirm Confirm with Senior Event Staff your actions,

C - Clear Clear people away from the immediate area and await instruction.
C - Communicate Communicate your actions with Senior Event Staff,

C - Control Control accass to the immediate area and await instructions

If there Is suspicious activity you would like to report, call 999
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3.6 INCIDEMT REPORTING AND INVESTIGATION
Detail the system in place for reporting and recording accidents and incidents.
5t John's Ambulance will be in attendance during the event. They will be based at meeting point as well as at the

performing arena. Any accident or incident will be recorded by themselves and passed to the event organiser. Any
accident or incident not involving St John’s Ambulance will be reported to the event organiser and recorded in the
event checklist.

3.7 EVENT MEDICAL COVER

Medical Provider Details. Company Name and full address

St Johns Ambulance
Events Admin Hub,

Pt R T S

Telephone Number(s) 0303 003 0104
Contact phone number during the event  TBC
Name of person(s) in charge of medical cover during the event || N

IMedical team command structure and lines of responsibility

Start time for meadical cover 13:00 Finish time for medical cover 21:00

2 ¥ First Aiders

1 x Emergency Transport Attendant Members
1 % Paramedics

1 x Ambulance Units

Mumber of medical staff on duty and qualification levels

Will you have the ability to convey patients to hospital from the event?

Yas, | x ambulance onsite

Number of ambulances at the event and location(s)

Ona

Number of first aid treatment areas and their location(s) at the event,

2 % First aid gazebo's fully equip
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Can you confirm that all medical staff do not have other duties i.e. a security role?

Yes

How will the medical team communicate during the event?

2 Way radio systems

Who will have the responsibility to ring 999 if NHS ambulance services are required?

St Johns Ambulance medical staff will be responsible for deciding if ambulance is required. On instruction from 5t
Johns staff any steward or event staff may call 999,

Mumber of defibrillators available during the event

Expected no. of persons attending the

ici Spect
event (Inc. event staff) 10,000 Participants 50 pectators 9,550
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3.8 FUN FAIR, INFLATABLE PLAY EQUIPMENT AND OTHER ATTRACTIONS

If you plan to have bouncy castles, rides or a fun fair at your event you must carry out a number of checks and collect
a range of documentation,

For these attractions make sure that you see a copy of the provider’s public liability insurance, risk assessment and
mathod statement. The name of each ride and their corresponding ADIPS number (Amusement Device Inspection
Protection Scheme) is required Please ensure that you check any safety documaentation of contractors that are hired

for example;
ADIPS - Amusement Devices Inspection Procadures Scheme

PIPA is an inspection scheme set up by the inflatable play industry to ensure that inflatable equipment conforms to
recognised safety standards.

RPII - RPIl (Register of Play Inspectors International) inspection regime,

MName, address and tel. number of ADIPS number, PIPA or RPII {if
organisation Attraction name applicable)
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3.9 TEMPORARY DEMOUNTABLE STRUCTURES (TDS)

Please provide a detailed list of all temporary demountable structures you plan to bring onto your event site. Include
what procedures you will follow to ensure all structures are supplied by a competent contractor.

Please note construction work on events must comply with the Construction, Dasign and Management
Regulations 2015 (CDM 2015) and details of your Construction Phase Plan should be included In the form below
before the build is commenced.

For further advice on CDM 2015 please go to http://www.hse.gov.uk/entertainment/cdm-2015/index.htm

For all TDS under CDM Crowborough Town Council will be acting as the client and event organisers. Contractors
are baing used for the installation and management of all TD5 and the will take the role of Designer and
Contractor to fulfil these positions.

Best in Tents — Contractor for installing all marquees (excluding Bar), they are responsible for ensuring the design,
installation and safety checks of the marquees are completed.

Pro Group — Contractor for the installation of the staging including all the sound and lighting set up. They are
responsible for ensuring the design, installation and safety checks as completed.

The Blue Anchor — Contractor for the installation and running of the bar. They are responsible for ensuring the
design, installation and safety checks of the bar are completed.

Crowborough Town Council — As the client, will ensure all contractors installing TDS are competent and qualified
to do so. They will ensura that they do this through ensuring contractors have the adequate insurance in place,
along with the necessary qualifications and training to carry out their role safaly. All contractors will be required to
provide a construction phase plan to the events management before the event along with all relevant risk
assassments.
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3.10 CONSTRUCTION (DESIGN AND MANAGEMENT) REGULATIONS 2015 (CDM 2015) — CONSTRUCTION PHASE
PLAN (CPP)

PLAN

Client details:
Crowborough Town Council, Pine Grove, Crowborough, East Sussex TNG 1DH

Principal Designer Details:

, Best in Tents, Macknade Farm, Faversham, Kent, ME13 8XE info@bestintentsmarquees.co.uk
Joseph Turner , The Pro Group

I B!ue Anchor, info@blueanchorcrowborough.co.uk

Principal Contractor Details:
I B<st in Tents, Macknade Farm, Faversham, Kent, ME13 8XE
I e Pro Group,

- Blue Anchor, info@blueanchorcrowborough,co.uk

Description of work/ project:
Erection and dismantling margquees
Erection and dismantling the stage
Erection and dismantling the bar

Key dates

15" July Erection of marqueas / stage / bar
18" July dismantling marquees [ stage / bar

WORKING TOGETHER / ORGANISE

Each contractor will arrive via the same access point, however will them work in different sections of the site. The
only time two contractors will be working alongside each other will be during the installation of the green room
marquee next to the stage, This will be managed by consultation on site by the client to ensure that the green
room is only installed when the stage installation contractor is ready for it to occur. Communication between the
two contractors will be managed to ensure that they are both aware of the other requirements and movements
on site.

How the work will be managed safaly

Risk assessments to be submittad by all contractors and they will be provided with the Event risk assessments. All
contractors will receive a site briefing before commencing work.

Communication will be maintained via 2 way radios provided to each contractor.

Key Arrangements:

Key safaty risks on this project are:

Collapse due to weather or improper installation/ intentional damage. — minimised through selection of
competent contractors, monitoring of windspeeds and weather conditions. Security on site 24hrs a day to reduce
tisk of vandalism, site closed for public access when event now open.
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3.11 SAFETY BARRIERS

Please provide detail of all safety barriers you will bring onto our event site. Ensure you incorporate all barriers on to
your site plan. For example, use of pit barrier in front of a stage.

MOJO Stage Barriers will be used at front of stage,

Crowd control barriers will be used around arena.

Crowd control barriers will be used around all areas out of bounds for the public within the event area.

Heras fencing around perimeter of event site. Allowing for 5 entry/ exit points. Heras fencing will be weighted
down with ballast.

3.12 ANIMALS AT EVENTS

The organiser is responsible for the welfare of the animals, which are to be transported, housed, fed and displayed to
the public in a manner suitable and appropriate to the animals’ needs. The organiser shall abide by the obligations
and the duty of care imposed on them by the Animal Welfare Act 2006.

Please provide a detailed list of all animals you plan to bring onto your event site. Include copies of all relevant
licences [ registration documentations for each animal.

Dog demonstration including ducks and Sheepdogs, please see risk assessment as an appendix
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4. COMMUNICATIONS

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

1, Communicating with your event management team pre event to ensure all people are aware of all what is being
proposed. It is also essential that you communicate your event plans to the residents and businesses in the
surrounding area, the earlier the batter.

2, Communications on the day of the event. Ensure that there is a clear communications plan in place and that all
stakeholders are familiar with the plan. You also need to make sure that you have the practical tools to make the
communication plan work on the day. This could include radios, mobile phones, runners (staff to run errands and
messages) and a public address system.

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

4.1.EVENT COMMUMNICATIONS = SURROUNDING RESIDENTS

Document here how you are going to communicate your event plans to surrounding residents and businesses,
Two weeks prior to the event date a letter drop to all residential and commercial properties around the event
location. The letter will include all details around the date, time, location and activities surrounding the event.

The event information will also be available on The Town Council’s website from January 2022, As well as on social
media, Twitter, Instagram and Facebook.

The nearby leisure centre will have posters with the event info.

Advaertising boards will be used around the town to inform all local residents.

4.2, EVENT COMMUMICATIONS - MEDIA PLAM
Document here how you are going to communicate your event plans via the media, including any social media.
Local media outlets will be notified of the event four months prior,

See attached marketing plan.

Posters will be displayed in Council owed poster boards around Crowborough Town 4 weeks prior to the event.

4.3, EVENT COMMUMNICATIONS — AUDIENCE

Document here what plans you have in place for communication with your audience on the day, take note of
point 3 above,

An MC will be used to engage the audience in the event and notify them of the activities going on. You are here
boards will be available as well as other signage direct people of where to go.

4.4, EVENT COMMUMNICATIONS — EVENT MANAGEMENT
Document here what plans you have in place for your event day communication for event staff and emergency
sarvices, both on site and off site.

All stewards and event team staff will have 2 way radio contact. Emergency services will be called via St Johns
Ambulance staff or event management staff.
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5. WELFARE

5.1 SAFEGUARDING CHILDREM

If your event is family friendly and involves activities specifically for children/vulnerable persons you will need to
consider if your staff/volunteers are qualified to work with children.

You may be required to be DBS (disclosure and barring service) checked in this instance.

The DBS helps employers make safer recruitment decisions and helps ensure that they prevent unsuitable individuals
from working with children/ vulnerable persons. Employees working with ‘unsupervised’ children are legally required
to be DBS checked. Please see https://www.gov.uk/government/organisations/disclosure-and-barring-service/about
for further information

Detail your safe guarding procedurs below.

At this event there will be numerous activities aimed at children. Such activities include; Inflatables and arts &
crafts activities. Staff employed by Crowborough Town Council will not at any time be left on their own with a
child or children. Parents for tha children will always be required to ensure the safety of their children. No activity
staff will oversee children without the parents or other adult present. Staff manning the contact point will always
ansure that no member of staff is left with an unaccompanied child on their own and all contact will be in the
public view, Therefore, it is not required that any staff have DBS checks.

5.2 LOST/ FOUND CHILDREM AND VULMERABLE PERSONS

Please document here your lost/found children and vulnerable persons policy and procedures. Take into account the
following

* Threat

* Harm

* Risk

Note: It is important to act swiftly in this kind of situation. If in any doubt at all, please contact the Police
immediataly,

The risk of lost children/ vulnerable person at this event is low. The event is a family-based event where several
hundred children are anticipated to attend, All children/ vulnerable persons should be accompanied by a
responsible adult to ensure their safety and wellbeing. However, in the svent of a report of a lost child/ vulnerable
person to any member of staff the following will occur: All staff notified immediately via two-way radio. Security
staff to go to exit points and maintain a visual cordon on exits. 6 staff will conduct a physical sweep of the event
area. If after 10 minutes of initial notification, additional aggravating factors or on parent’s request, child is not
located then Police will be called immediately, Cordons and continual searches will be carried out until child
located or Police take control. Event Manager / Event organiser will coordinate with emergency services.

5.2 ACCESsSIBILITY

Arrangements for access across the event for persons with disabilities. For example access/egress to event, access to
toilet facilities, access to viewing areas, general movement across site.

The event will be held on grass. Access and egress will be from pavement to the grass with no obstructions for
wheelchairs. The evant field is all on grass and level ground,

5.4 PROHIBITED ITEMS — DRUGS/WEAPON/ALCOHOL

Arrangements for minimising the risk of the above entering your event footprint. Can include the following:
* Search procedures, if any requirad

* Entrance refusal system for possession,

* Ejection system for possession,
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There will not be a search policy on entry and the public will be free to enter and |eave as they wish. Any person
believed to be in possession of illegal substances or weapons will be asked to leave the event by security or the
avent organiser or event manager. Security will be permitted to search persons if suspected to be in possession of
illegal substances or weapons. If they are deemed to pose a danger to staff or public they will be reported to the
Polica. All confiscated drugs or weapons will be stored in a secured vehicle within sealed bags. All details
surrounding their confiscation will be recorded and they will be handed to local police for investigation/
destruction.

6. LICENSING

6.1 PREMISES LICENSING AND TEMPORARY EVENTS MOTICE (TEN)

If your event includes licensable activity, please provide details here.

Aleohol will be sold at one bar within the event which will be run by Jjjjj at The Blue Anchor.
Crowborough Town Council will apply for a Premises license.
The DPS for the site is Mia Kelly,

6.2 BAR MANAGEMENT

If you event will have sither a Temporary Event Notice (TEM) or Premises Licence for the supply of alcohol you will
need to consider how you will manage the bar. You will need to provide the following detail:
* Designated Premises Supervisor

* Parsonal licence Holders

* Control of the sale of alcohol

* Proof of age policy (including challenge 25)

* Promotion of responsible drinking

* Appropriate signage

* 5|A security on each bar

* Refusals and incident log book on each bar

* Provision of freae drinking water

* Mo glass policy

* Bar Staff training

- DP5 is Mia Kelly (Event Coordinator)

- Personal Licence Holder is |

- The bar will operate a strict over 18's policy. All staff will be instructed to challenge under 25's for
identification to ensure alcohol Is not sold to minors.

- Signage will be displayed around the bar and event location to encourage responsible drinking.

- SIA Security will be within the bar area.

- Refusals and incident log book held by Personal Licence holder at the bar.

- Free drinking water will be provided at the meeting point tent.

- No glass will be used for drinks at the bar, Only compostable/ recyclable cups will be used,

- All bar staff will be experienced and employed by The Blue Anchor, Crowborough.
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6.3 STREET TRADING

If your event includes licensable activity please provide details here.

Between 30-50 Stalls on site. Mix of Charities and commercial organisations selling / showing their products /
sarvicas,

7. INSURANCE

Event organisers must hold public liability insurance to the value of £10 million. You must also ensure that any
contractors that you are engaging also hold public liability insurance and any other appropriate insuranca, l.e.
product liability, employee insurance.

Please confirm that you hold public liability insurance to the minimum value of £10 million You will also need to
ensure that you hold copies of all contractors relevant insurance and that copies of such can be provided upon
request.

Public Liability Insurance held with Zurich for £15 million,

All vendors/ contractors must supply evidence of public liability insurance cover. These are kept on file,

8. CATERING

Detail any catering and / or provision of food you plan to provide at your event. Please note that all details of any
catering concessions should be listed under 2.4 Key Event Contacts — Other.

The villaga chippy sussex

gt TR
thevillagechippy.sussex@gmail.com
Fish & Chips, drinks

Doughbro
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pizza, chicken wings and soft drinks

Southern Counties - lee Cream

I - ce cream

Crumble and cake -Cakes, brownies

Scouts BBQ, burgers and hotdogs
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9. SITE CONSIDERATIONS

9.1 SITE PLAN
Please include a copy of your site plan as separate attachment.

9.2 ACCESS AND EGRESS

Details of method of entry to event.

This could include;

Ticketing- prior booking requirad and/or buy on entry
Free to turn up — un-ticketed

Detall the exit plan for your event.
Ensure the public leave safely, quickly and quietly
Consider redeployment of SIA security and stewards to direct people leaving appropriately and give information on
transport away from event site
Detail the local taxi and vehicle pick up points
The event is an un-ticketed free to turn up event. Access will be via Eridge Road, Crowborough. Most attendees
will be local residents that will attend the location on foot,

Due to various differant activities oceurring throughout the day, attendeas are anticipated to |eave the avent at
various times in small numbers.

The main exit tima for the event is 21:00 when the stage music will stop and attendees will be asked to leave the
site, At this time attendees will be encouraged to use all the available exit points around the site to disperse crowd
hoise across the site, Attendees will be reminded to leave the site responsibly and quietly to respect neighbours
and local residents, The key demographic of attendees is expected to be families and small groups. Security will be
on all exit points to remind attendees of respecting local residents when they leave along with signage along the
exit routas.

The event is for local residents and therefore a large proportion are expected to walk or use public transport to
leave the site, Local public transport services will be informed of the event and timings to expect an increase in
sarvice users, All exiting traffic from the carpark will be directed to turn left only from the site to reduce the
congestion of multiple vehicles leaving at the same time. This will prevent congestion on the A26 from vehicles
leaving and wanting to turn right.

Local Taxi firm ‘Crowborough Cabs’ located on Heatherbank, The Broadway, Crowborough TNG 1DE, will be
informed of the event and encouraged to be in the site to allow for easy collection of passengers. Signage will
direct attendees to a taxi pick up point.

9.3 MANAGING WEATHER

Inclement weather, particularly high winds, flooding and electrical storms can cause the cancellation of events at any
time of year in the UK, You will need to ensure that you consider the potential effects of weather on your specific
event site. This will include the following:

Monitoring wind speeds throughout (use of anemometer)

Monitoring weather forecasts continually from installation to end of derig

Appropriate ballasting of gazebos, marquees and othar temporary structures

Installation and sign off for staging and other temporary structures by a competent person.
Contingency plan for evacuating structures and/or event site

Please detail the weather management plan for your event
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In the run up to the event the Met weather reports will be checked daily. If weather conditions predict that wind
speeds over 20 knots (23mph) are anticipated, then consultation will be had with the marquee company over the
viability of setting up the marquees. On the day of the event weather reports will be continually checked if there is
a risk to high winds. At any point that the marquee company, Stage or inflatable company deem it unsafe to
continue the event will be cancelled.

In the event that excessive rain is anticipated then the inflatables will not be used and hay/woodchip will be
spread over any slip risks,

9.4 TOILETS
You are required to provide adequate toilet facilities for your event attendees, staff and contractors.

Please outline here your plannad toilet provisions for your event based on your expected numbers and gender split.
Be conscious that you will need to provide disabled facilities and separate sanitary facilities for caterers.

20 x unisex toilets and 2 x disabled. Sanitiser gel provided.
10-15 toilets at leisure centre for public to use (there will be warm water and soap here)
3 Female/ 2 Male toilets and 3 x urinals provided on the site.

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

For events with a gate opening time of & hours or more :
duration

Female Male Female Mala

1 toilet per 500 males + 1
urinal per 150 males

1 toilet per 400 males + 1

urinal per 100 males 1 toilet per 100 females

1 toilet per 75 females

9.5 WASTE MANAGEMENT
Details of the arrangements made for waste disposal,

Single use plastics - All svent organisers should ensure that single use plastics are avoided at festivals and events.
Therefore please take whatever action is necessary to ensure that single use plastics are not used at your event and
you use sustainable resources. Qutline here your waste management policy for the event.

Single use plastics will not be permitted at the event. Bulk bag bins will be installed around the venue to provide
adeguate waste disposal. Both recycling and general waste bins will be provided across the whole site. This
rubbish will then be removed at the and of the event by Crowborough Town Council staff and disposed of via
aither recycling or through our normal waste collection,

Staff will complete a litter pick of the venue and surrounding areas during and after the event to ensure it is left
clean and tidy.
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9.6 MNOISE MANAGEMENT

MNoise Management
Details of the arrangements made for minimising noise disruption throughout the build, event and derig. For further
information please refer to our online noise monitoring guide.

Outline your noise management plan for the event including sound checks prior to event commencemaent,
monitoring during event, and equipment used

During the construction stage of the event staff noise levels will be kept to a minimum. All construction will occur
between 08:00 to 20:00hrs.

Sound checks will be completed to ensure that music systems do not project sound beyond the event venue.
These will only be conducted where necessary and during times between 08:00 to 20:00hrs

Sound levels will not be increased during the event from the entertainment to not affect the residents. Sound
level monitoring will continuously occur by sound management crew and can be adjusted if complaints occur.

During derig the sound lavels will be kept at a minimum and will only occur between 08:00 to 20:00hrs.

Stage company will be constantly monitoring noise levels at front of house on a calibrated type one meter which
will be set on an LEQ15 stata. This is common procedure at this kind of fastival. They can also remotely monitor
levels around the site if required.

9.7 VEHICLES OM SITE
Please outline here what your vehicle policy is for your event site,

No public vehicles will be allowed on the site before, during or after the event. Vendor and contractor vehicles will
be allowed access onto the venue during set up times. Vehicle movement will be limited to a minimum. No
vehicles to travel over 10mph whilst on the site. Any vehicle that is not fitted with a flashing becon or sounder will
be taken through the site with banksmen.

Mo vehicle movement during the event times, other than vehicles used for the arena displays. These will be
walked through the event with banksmen ensuring crowd safaty.

Vehicles will not be allowed to move off the site until 21:30 to allow sufficient time for all attendees to have left
the site prior to vehicle movement,

10. TRAFFIC MANAGEMENT

10.1 ROUTE MANAGEMENT

|s the event taking place on or off the Highway?
On the Highway Off the Highway X

Goldsmith's Recreation Ground, Crowborough, Open recreation ground area owned by Town Council.

Route for traffic to take in order to get to the event
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From Tunbridge Wells — drive on A26, follow Eridge Road until you get to Crowborough, on your righthand side off
Eridga Road you will signs for Goldsmith’'s Recreation Ground.

From Uckfield, drive on A26, follow Eridge road, drive through Crowborough and on your left hand side you will
see signs for Goldsmith's Recreation Ground.

Route for traffic to take in order to get to the event

Vfia High strest, turn right at the cross junction Eridge Road, follow Eridge road for 200m and you will see signs for
Goldsmith’s Recreation Ground on your left hand side.

Route for traffic to take in order to gat to the event

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

Impact of the event on public transport.

This is a local event for the peopla of Crowborough so the majority will arrive on foot. An estimate of 15% of the
attendees will arrive by local transport. The local bus companies have been notified of the event as some impact
on the public transport is anticipated over a period of 8h.

Need for parking suspensions as part of the event
Mo. Nothing is being enforcad, there will be no wating cones placed on Eridge road up on Eridga gardens to
minimise congestion,

10.2 ROAD CLOSURES
Is there a need for a road closura?

Yas MNao X

List ALL roads that need to close for the event below:

Duration of the closure?
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10.3 TRAFFIC MANAGEMENT PLAN (TMP) _
ATMP plan will need to be submitted to the local authority




Due to this evant being advertised for residents of Crowborough it is not anticipated that we will have many
attendeas from outside the area of Crowborough. Due to this most attendees will be able to access the event on
foot preventing the impact on traffic in the immediate area.

It is likely however, that some rasidents will choose to drive to the venue rather than walk. To allow for this, a field
at Goldsmith’s has been allocated for visitor parking. There will be 700 car parking spaces available.

There will be signage diracting people of where to go. No parking cones will be placed on Eridge road, around the
junction, Eridge Gardens to deter nuisance parking and allow a continuous flow of traffic. There will be a left turn
only out of the Event onto Eridge Road, this as well to minimise congestion and create better flow in traffic leaving
the event.

Across the weekend, we are estimating that up to 10,000 people will visit the festival, The event has a capacity of
6500, but less than 5000 people will attend at one time. It has been predicted that we will have an estimated 15%
of the attendees using public transport, therefora the bus companies having routes through Crowborough have
been informed of the event.

To anticipate transport methods the follow has been used for transport capacity per day.
50% Attendance by foot (2500)

35% Attendance by car (1750)

15% Attendance by public transport (750)

Car park capacity
1750 persons attending by car each day. Due to event being a family event averaged of three attendees per
vehicle. Allows for 583 cars to arrive on site, Capacity for 700 vehicles on sita,

TMP map included of site and access/ egress routes.

| agree that my own personal data and documents that | am submitting can be shared with members of the Safety
Advisory Group (Sussex Police, East Sussex Fire and Rescue Service, South East Coast Ambulance Service, Maritime
and Coastguard Agency, East Sussex County Council, Royal National Lifeboat Institution, Civil Aviation Authority, and
East Sussex Healthcare MHS Trust).

SIRNBEL v s Toame: Mia Kelly
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Appendix:

A — Risk Assessmaent

B —Map of Event

C — Staff Briefing Document

D- Marketing Plan

E — Dog and duck show Risk Assessment

F — Evacuation script
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AGEMNDA ITEM NUMBER: 5.2

MEETING DATE; 1gth April 2022
COUNCIL/COMMITTEE: Communication and Events
TITLE: Eco Exhibition

PURPOSE OF REPORT: To consider an Eco Exhibition

SUPPORTING DOCUMENTS: MNaone
OFFICER CONTACT: Assistant Town Clerlk

OFFICER RECOMM ENDATIONS:
1|

2

Background

C&E/18.01.22 — 11608 URGENT MATTERS AT THE DISCRETION OF THE CHAIRMAN FOR
NOTING

A member enquired about the Eco-Exhibition which had been previously discussed but no
date set. It was agreed to put this item on the next agenda. The Events Coordinator will liaise
with the councillor to discuss ideas for the event, including a possible presence at CrowFest.

Current situation

The Events Coordinator has been in contact with the Chairman of the Climate Change Working
Group, and it has been agreed that there will be an Eco Exhibition as part of CrowFest.

The committee is asked to consider whether it is satisfied with this or would like to pursue a
larger event in the future.

The Assistant Town Clerk would ask the committee to note that there is no staffing capacity
to arrange this during the current year.




AGENDA ITEM NUMBER:
MEETING DATE:
COUNCIL/COMMITTEE:
TITLE:

PURPOSE OF REPORT:

SUPPORTING DOCUMENTS:

OFFICER CONTACT:

6.1

19t April 2022

Communication and Events

Festive Lights

To provide members with an update on the festive lights

contract

Appendix A = Quote for supply and installation of 2022
festive lights

Assistant Town Clerk

OFFICER RECOMMENDATIONS:

1|

.

Background

C&E/11.06.19 — 11047 8788 RESOLVED to contract Festive Decorations for a three year

period from 2019-21 for Crowhorough's Christmas lights.

Current situation

Due to current staffing shortages at the Council Offices, the committee is asked to consider
extending the current contract by one year as there is not staffing capacity to manage the

tender process at the present time,

Appendix A has been provided in line with Financial Regulation 11.1 (a) {v).

The quote provided represents the same amount the council has been charged each of the

three years of the current contract.



Festive Decorations Ltd
Sales Quote
Crowbaorough
Crowborough Town Council Sales Quate Number:
Council Offices Sales Quote Date:
Pine Grove Valid For:
Crowborough East Sussex Account:
TNE 1DH Sales Quote Reference:

United Kingdom

Festive Decorations Ltd

1 Fairview
Fawkham

Green Road

Longfiled
DA3 BNR

22095

25/03/2022

30 Days
CROWD1

Christmas Scheme 2022

VAT Registration Mo: 645020962

Rate

Total

f;';lty Description

1 | To Hire, Installation and Takedown of
Crowborough Christmas Lighting Scheme 2022,
To consist of 9 Cross Street Frames -
Crowborough High Street

20 Lamp Column Display Frames

String Lighting for Christmas Tree

Testing of Existing Building Fixings

10,550.00

10,550.00

Total Net Amount:
VAT @ 20%:
Sales Quote Total:

Ca Reg Mo 02004253 Ragistered office © 1 Fairiew, Fawkham Green Road, Longfield, DAS 8N

VAT
2.110.00

£10,550.00
£2,110.00
£12,660.00



AGENDA ITEM NUMBER: 7.1

MEETING DATE: 19 April 2022

COUNCILfCOMMITTEE: Communication and Events

TITLE: Co-Option Awareness Campaign

PURPOSE OF REPORT: To review the co-option awareness campaign

SUPPORTING DOCUMENTS: Mone

OFFICER CONTACT: Assistant Town Clerk
OFFICER RECOMMENDATIONS:

1

2

Background

The following minute is taken from the Full Council meeting of 9™ February 2022:

CTC/09.02.22 — 11624 The council discussed the co-option awareness campaign, including
the video and the councillor stalls at twao local supermarkets which had taken place during
December and January. Members noted that several people had expressed an interest in
standing for co-option, asking questions, contacting the council offices, and even attending
committee meetings, but this had not translated into applications. The Chairman of the
Communication and Events Committee agreed to review the co-option awareness campaign
at a future meeting.

Campaign review

The Co-Option Awareness campaign included:

s Co-option video (cost £912.00)

« Information tables at two local supermarkets (cost £zero: manned by councillors)
s Council website and social media pages (cost £zero)

s Posters on town council poster boards (cost £zero)

s Leaflets (cost of basic printing in-house)

The committee is asked to review the campaign and provide any suggestions for future
campaigns.




AGENDA ITEM NUMBER:
MEETING DATE:
COUNCILfCOMMITTEE:
TITLE:

PURPOSE OF REPORT:

SUPPORTING DOCUMENTS:

CONTACT OFFICER:

8.1

19th April 2022

Communications & Events Committee
Finance Report

This report covers C&E's current income and expenditure
against budget and Earmarked Reserves (EMR) position. Only
significant variances have been reported on.

Appendix A — Income & Expenditure Report

Appendix B - Earmarked Reserves

RFO

OFFICER RECOMMENDATIONS:

1 The Committee is RECOMMENDED to:
(1) Note the Committee’s current income and expenditure position.
Appendix A

(2) Note this Committee’s Earmarked Reserves. Appendix B. .

1. Income and Expenditure

1.1  Attached as Appendix A is the Income & Expenditure report for this Committee for the
financial year 2021/22. Significant variances are reported in bold.

Income

305/1011 This code currently shows donations received from the fi reworks of £4,396
which will be paid out to Mayors charities.

305/1012 + 1013

These amounts are deposits for events for next year so will be

journaled out at year end into income for financial year 2022/23

Expenses

305/4104 This will exceed budget by £1,316 due to the PPL/PRS licenses required for
all events this year being more than anticipated
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RFO

305/4203 These represent deposits made for events next year and will be
journaled out at year end to expenses in financial year 2022/23

Earmarked Reserves
This Committees EMR's are attached as Appendix B.

Committee is asked to consider if Earmarked Reserves are still required and if not, the
amount will be transferred back to the General Reserve.

Committee is asked to consider whether any known underspends from 2021/2022 will
be Earmarked towards future costs. Possible area identified:

4109/305 Website

The earmarked funds recommended in this report will only be done if there are:

a) sufficient underspends in the nominal code/ cost center / personnel budget
and
h) there are sufficient underspends in the overall Council budget



QGM0472022
0342

Manth No: 12

Crowborough Town Council

Detailed Income & Expenditure by Budget Heading 06/04/2022

Committes Report

Page 1

Achual Last  Actusl Year Cnrent Varance  Commitad Funils % Spant  Transfer
Yo Ta Date Annugsl Bud  Annual Tolal  Expenditura Availahle Ladlram EMR
Communication & Events
305 Communication snd Cvents
1005 Incoma-Paoster Boards 276 G678 500 222 TH.A%
1011 Income-Firewarks a 4781 380 (4,431) 1366.1%
1012 Income-Summer Fair 1] 820 400 {420} 205.0%
1013 Income-Sussex Day 200 150 (5] 133.3%
1014 Income-Christmeas Falr A58 400 (68) 117.0%
Communicallan and Events ;- Income 276 6,947 2,200 (4,747) 315.8% ]
4021 Stationery and Printing a 0 400 400 400 0.0%
4101 Mewsletter 1,500 7ol 1,650 00 T} 45.85%
4102 Hospitality!Civie Functions 498 g2 £t 258 258 60.2%
4104 Public Entartainment Licencas 0 24918 1,600 {1.316) (1,416] 182.3%
4105 Frank Humphry 250 0 ] 0 { 0.0%
4106 Firawarks Q 21,661 22,000 339 339 98, 5%
4109 Website 3,150 750 5,040 4,250 4,250 15.0%
4201 Christmas Lights 10,825 10,845 13,000 2154 2,154 B3A4A%
4203 Summer Fair 2,098 1.031 23,000 21,960 1,064 4.5%
4206 Boundary Walk 0 334 400 166 1686  6GE.9%
AZDY Sussex Day 1] 1,288 1,500 212 212 85.9%
4208 Carol Service BED 1,002 1,700 a0s GOS8 64.2%
4210 Christmas Fair 4,262 480 6,400 (B0} (80)  101.2%
4211 Town Conferance 215 0 400 400 400 0.0%
4214 VE Day 1,007 ] ] 1] il 0.0%
4255 Equipmant 164 4,950 5,000 1] 50 99.0%
4605 Poslarnotice boards 839 1,000 1,000 0 o 100.0%
Communication and Events - Indirect Expenditure 26,072 53,4490 83,800 30,310 0 o310 63.8% 0
Met Income over Expenditure  (25,796) (46,543) {81,600 {35,057)
6001 plus Transfer from CMR - {33,500) 0
Movement tol{from) Gen Reserve  (59,296) (46,543)
908 Earmarked Cand E
9039 Motice Boards 295 2,063 0 {2,063} (2,063 0.0% 2,062
Earmmarked C and k - Indirect Expanditure 945 2,063 1] (2,063) i} {2,063) 2,063
Mat Expendlture {995) {2,063) 0 2,063
fil pluz Transfer from EME 235 2063
Movement tol{from) Gen Resarve o o
Communication & Events - Income 276 6,947 2,200 (4,747) 35.8%
Expenditura 27.067 55,553 83,800 28,247 I 28,247 66.3%
Net Income over Expenditure (26,791} {48,605) i81,600) {32,395)

Continued aver pags



060412022 Crowhorough Town Council Page 2

-y
oa:42 Detailed Income & Expenditure by Budget Heading 0610412022

Month Ne: 12 Committes Report
Mctual Last  Actual Year Current Varianes  Commitbed Funds Yo Spen Iransfar
Wear ToDam Annual Bud  Anneal Toelal  Expenditure  Awvailabls tafrom EMR
plus Transfer from EMR  (32,505) 2,063

Movement to/(from) Gen Raeserve (59,296) (46,543)

Grand Tatals:- Income 276 6,947 2,200 (4.747) 315.8%
Expenditura 27,067 55,553 83,800 28,247 a 28,247 G 3%
MNet Income over Expenditure  (26,791) {48,605) (81,600) {32,995)
plus Transfer from EMR (32,505 2,063

Movement to/{from) Gen Resarve  (59,296) [46,543)
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