Warwickshire
County Council

ORGANISING AN EVENT ON, OR AFFECTING THE PUBLIC HIGHWAY
GUIDANCE FOR EVENT ORGANISERS

This document provides guidance for event organisers, an application form to book the
road space and a link to the application form for a road closure or temporary speed
limit if required.

The Traffic Management Act 2004 places a Duty on Traffic Authorities to effectively
manage their road network and ensure the free movement of traffic. Accordingly,
Warwickshire County Council has formalised the process for management events to
minimise the impact on the travelling public and local community.

1. Registering your event
Events On the Highway

Events on the highway must be registered with and are licensed by the
highway Authority (Please complete form at Appendix B)

Events OFF the highway

Events off the highway which need a licence by the District Council and will
generate a significant increase in traffic must be registered with the highway
authority (see Appendix B)

Events off the highway which DO NOT need a licence by the District Council
but will generate a significant increase in traffic should be registered with the
highway authority (see Appendix B)

Note:
Highway is a road or street, verge, footway or pavement, public footpath or bridleway
that is the responsibility of Warwickshire County Council.

2. Why do | need to register my Event?

Every day there are a lot of activities on the road, from roadworks to maintain essential
utilities (Gas, Water, Electric etc), to maintaining the road itself, and of course,
carnivals, processions and street parties. In addition to all of this are broken down
cars, road crashes and other incidents involving the Police and emergency services
where the road is closed at short notice.

In order to help you have a successful event, and to enable your guests, visitors and
participants to get to and from the event quickly and safely, we need to know about it.
If we don't know, we cannot prevent other organisers causing delay by digging up, or
closing the road.

Whilst we offer no guarantees that delays will not be experienced, we will have a better
chance of co-ordinating activities if you tell us about your event.



3. Things to consider when planning your event

Who is the event is aimed at? Particular groups will have different risks and needs
associated with them, i.e. young children, teenagers the elderly or disabled.

What type of activity is to be held? The type of activity greatly affects the hazards
involved such as animals, water sports or a music concert

Where is the event to take place? Is the venue adequate for the type of event taking
place, with correct facilities? Is it easy to get to without impacting greatly on the local
community and does it have sufficient car parking? Is suitable public transport
available?

When will the event take place and does it clash with any other event in the area? The
day of the week and time of day needs to be considered as this will affect travel to the
venue, the impact on the local community and the possible need for artificial lighting.

How many people are expected to attend and will there be an entrance fee?

The type of event will also affect the type of licences and Temporary Traffic Orders
that may be required. Warwickshire County Council as the highway authority is
responsible for introducing temporary traffic orders and road closures. The local
District and Borough Council’s, is responsible for public entertainment licences and
any planning permissions that may be required.

Organisers will first need to identify who is responsible for the event. For local events
this may be an individual and for major events there may be a need for a management
structure for each element of the process. The primary ‘duty of care’ for public safety
rests with the organiser(s) or the owners of the property or land.

4. Traffic Management

Organisers must consider the traffic management and road safety implications of an
event at an early stage by preparing a traffic management plan (It is also
recommended that a traffic management plan is prepared for events which do not
require a licence). If it is considered that the traffic management implications have not
been addressed or the event poses potentially serious disruption and road safety
concerns then it may be decided that the event cannot proceed. Clearly it is very
important for the police and County Council to be involved at the earliest opportunity.

Wherever possible event organisers are expected to encourage the use of public
transport, cycling and walking to their event.

a. Traffic Management Plan
A traffic management plan will consider the safe and effective movement of all

attendees and organisers and will demonstrate how any additional interference with
normal traffic movements are minimised.



Traffic management plans are a full risk assessment which clearly identifies all risks to
the travelling public, participants and employees attending the event. The nature,
location and environment of the event may also need to be considered and then all
risks recorded with recommendations on how the risk will be managed. A risk
assessment is a careful examination of what is likely to cause harm to people, followed
by an explanation of managed contingencies to reduce such risks. It is a way of
identifying hazards and recording actions taken to reduce the risk. Employers and the
self employed have a responsibility under the Health and Safety at Work Act 1974 and
the Management of Health and Safety at Work Regulations 1999 to carry out risk
assessments. Further information is supplied by the Health and Safety Executive
(HSE), website http://www.hse.qgov.uk/

b. Public Transport

Getting to and from the Event should be made as easy as possible. By making public
transport as inviting as possible to use it can improve the whole experience.

By talking with the public transport operators at an early stage, it may be possible to
increase the frequency of buses, or increase the capacity of trains.

Free buses may be an alternative, depending on the numbers of people you expect to
attend.

Park & Ride or Park and Walk. These are options that should be considered and car
parks should not be limited to the immediate event site.

C. Cars

It is recognised that the majority of people will wish to use their personal cars and
sufficient capacity should be provided at the entrance to the site and within the site to
avoid any unnecessary delays on the public highway.

d. Traffic Control

Traffic control on the public highway can only be done by a Police Constable in
uniform. Stewards do not have the authority to control traffic on the public highway.

e. Road Closures

On occasions, it may be necessary to request that a road is closed to hold the Event or
to ensure that visitors are safely guided to the event. Road closures are administered
using a variety legislation depending on the type of event (see Appendix B). The type
of legislation determines which authority will deal with the application. Further advice
can be obtained from the Local Area Highway Operations Office.

The traffic management plan should consider the following:

Signing and publicity — See Appendix B

Access and exit routes and points — suitability and capacity not to disrupt the normal
travelling public

Maintenance of routes — contingency for breakdowns or crashes

Traffic control — Police, Ch 8 accredited staff

Road or lane closures — see Appendix B

On-site routes/car parking — capacity to accept sufficient volumes of vehicles/people to
avoid delays on the public highway



5. Safety Advisory Group (SAG)

It is recommended that a Safety Advisory Group (SAG) is formed for Events attracting
in excess of 1,000 people, (especially if they are to occur on an annual basis). Safety
Advisory Groups are usually chaired by the event organiser and should include
representatives of: -

= Area Manager (Warwickshire County Council)

= Traffic Manager (Warwickshire County Council)

= Other departments relevant to the event (Warwickshire County Council)
= Licensing authority (District, Borough Council)

= Building Control Officer (District, Borough Council)

= Environmental Health Officer (District, Borough Council)

= Police service

= Ambulance service

= Fire service

= Experts as necessary at the discretion of the group

Where relevant they may also include: -
Emergency planning officers, property owners, security and stewards, military,
voluntary groups, press officers and other service providers.

A Safety Advisory Group’s main objectives are:

= To promote high levels of safety and welfare at events by giving advice;
= To promote good practice in safety and welfare planning for events; and
= To ensure events cause minimal adverse impact.

A Safety Advisory Group’s terms of reference may include:

= To ensure that each member of the group is aware of their individual role within
the group.

= To ensure that the organiser has taken such measures as may be necessary or
expedient to ensure the reasonable safety of the public.

= To offer advice on risk assessments and safety measures.

= To keep a written record of all formal meetings and note actions arising from
those meetings.

= A major event will require a major incident contingency plan.

= To ensure that a safety officer and first aid/medical providers are appointed.

= Where applicable to hold a de-brief and make recommendations for future
safety improvements

The group needs to regularly consider the event and to give advice to the organisers.
All comments and observation made by the SAG are always advisory. It has no
statutory compulsion and organisers are under no obligation to submit information,
attend SAG meetings, or follow SAG’s advice. However, SAG’s are considered best
practice and each of the constituent members has their own regulatory role and
may exercise their powers independently. If it is decided by the group that the
correct event planning is not in place, it can recommended that the event does not go



ahead and then the application to Warwickshire County Council will be refused. SAG is
not a licensing panel.

For any major or annual event that may benefit from the formation of a Safety Advisory
Group, Warwickshire County Council will do all that it can to help facilitate meetings
with all the parties required.

6. The Police

Events, especially those of a commercial nature, should be capable of being carried
through without the need for police attendance. However, depending on the nature and
size of the event, police may be involved in the scrutiny of the planning and as part of
the Safety Advisory Group process the decision may be made that police presence is
required.

The assessment of the necessity for police attendance and action at an event will be
based on the need to discharge the police service’s core responsibilities which are as
follows: -

= Protection of life and property;

= Prevention and detection of crime;

= Preventing or stopping breaches of the peace;

= Traffic regulation (within the legal powers provided by statute.);

= Activation of a contingency plan where there is an immediate threat to life and
co-ordination of resulting emergency service activities.

The level of police resources committed to any event and the action undertaken will be
proportionate to the assessment of risks posed by the event. Normally police
involvement will be restricted to these core areas of responsibility. Early discussion
with the police by event organisers is strongly advised.

Private marshalling and stewarding has become a recognised way in which events are
supported. This, however, does not preclude any local arrangements between police
and the event organisers.

Please note that stewards and marshals have no power to direct traffic on the
public highway.



Period of notice

Police or Council

Traffic

Event Type Description Examples required involved Costs Mar:%?:r:nen TRO required Parking
Major This type of event: For example: Minimum of six months |Yes: e TROs Detailed TM |28 day procedure |Detailed plans and
e has amajorimpact |e aneventthat |from the firstapproach | Highways- Approx plan required. dedicated facilities
on traffic effects a to the County Council |TM plan, diversion £700 + required
e disrupts traffic over principal road  |to the start of the event |routes, signing, TROs |advert Public
a wide area or regular bus e Legal - TROs costs transport plan Disabled parking
e requires the route e Safety Advisory e Traffic provision needs to be
involvement of the e an event that Group signs/ considered
Police the Council reduces the e Licensing signals — at
and numerous other capacity of a e Police- active cost
agencies major road involvement in
e requires a detailed e a street use traffic management
traffic management event that and planning
plan affects a long
e requires length of
advertisement of highway
TROs
e Has an attendance
of over 5000
Minor A minor event: For example: Minimum of three Yes: e TROs |TMplanis 5 day notice Plans for parking
e impacts local traffic e aneventthat |months from first e Highways- Approx required procedure provision strongly
but does not affects the approach to the TM plan, diversion £140 for recommended
significantly effect main street in a |County Council to start [routes, signing, TROs |each notice
major routes village centre  |of the event e Safety Advisory e Other Disabled parking
o disrupts traffic in the but does not Group charges provision needs to be
area around the event affect a e Licensing at cost considered

requires involvement
of the Police and
Council

requires a traffic
management plan
requires notification
to local community
and parishes

has an attendance
between 500 and
5000

principle road
or regular bus
route

e astreet use
event that
affects a
number of rural
roads

e Police- minor
involvement of local
officers




Local

A local event:

has a minimal impact
on traffic

disrupts traffic in the
immediate area
around the event only
requires consent from
the County Council
and Police

is conducted on-
street in low traffic
areas such as cul-de-
sac's or quiet
residential streets

has an attendance
below 500

For example:

e a street party
or local
celebration

e acar boot sale

o avillage fete

Minimum of 8 weeks
notice from the first
approach to the
County Council to start
of the event

Yes:

e Highways — signing
or parking issues

e Licensing

e Police consulted

TRO may
not be
required

Simple T™M

arrangements
recommende
d

Not required

Should be considered
if applicable




Activity Legislation Responsible Max Notice
Authority Duration Required

Emergency Police powers Police Authority 1 days None
Incident
Emergency Road Traffic Regulation Act—  Warwickshire 5 days Yes
Road works Section 14 County Council
Planned Road Road Traffic Regulation Act—  Warwickshire 18 Months  Yes
Works Section ? County Council
Sporting Event  Road Traffic Regulation Warwickshire 3 days Yes
(Major) (Special Events) Act 1994 County Council
Social Event Road Traffic Regulation Warwickshire 3 days Yes
(Major) (Special Events) Act 1994 County Council
Local Social Town Police Clauses Act 1847 Borough / District 1 day Yes
Event — Section 21 Councils
Motor Sports Motor Vehicles (Competitions  AA, RAC? Yes
Event and Trials) Regulations 1969

(as amended), or the Motor

Vehicles (Off Road Events)

Regulations 1995.
Cycle Race / Road Traffic Act 1988 — Warwickshire 3 days Yes
Time Trial Section 31 County Council

Filming on the
Highway

Note:

Road Traffic Regulation
(Special Events) Act 1994

(authorisation

from Secretary of

state required)
Warwickshire
County Council

All road closures will require a signed diversion route in accordance with Appendix C.

The type of Traffic Regulation Order (TRO) required depends on the type of event to
be held. If the event is on the highway then a road closure may be required and a
diversion route agreed with the appropriate signing. If the event is off the highway
there still may be a need for a TRO, for example to introduce a temporary one way
system, parking restrictions or a speed limit. The County Council will be able to give
further advice on this.

Traffic management plans and temporary TROs will require adequate signing. If
direction signs are required then these are normally erected by a professional signing
arm of a motoring organisation or companies offering a similar service, these have
their own public liability insurance and the ability to erect correct signing. Event
organisers are not permitted to erect their own direction signs to events on the public
highway. The extent and position of signs will be agreed with the County Council prior
to erection.



Appendix C

Conditions of placing signs on the highway

There must be a substantial number of drivers strange to the area who are seeking
the destination (event).

The existing signing to the event location must be inadequate to guide people to
the event.

The signing should only be used to guide traffic intent on finding the destination
and therefore would normally only be erected in the vicinity of the location in
guestion.

Signs will not be approved if they are intended purely as advertisements in order to
attract motorist and encourage extra trade.

Signing will only be considered for short-term events. For seasonal events or
events lasting in excess of six months consideration should be given to local
direction or tourism signing.

Where possible signing of the type “For xxxx follow yyyy” should be adopted to
keep the number of signs to a minimum.

Commercial names of event sponsors will not be permitted.
Dates and times should not normally appear on the signs.

The signs shall not normally be erected more than 48 hours before the event and
removed not more than 24 hours after the event. Earlier erection of the signs may
be agreed if it can be shown that it would be beneficial to other road users.

The signs must comply with the Traffic Signs Regulations and General Directions
2002, relevant Traffic Signs Manuals- Chapter 7 and British Standards. The signs
must be constructed of a suitable material for the face and backing of the sign.

The signs should follow the practice of pointed signs at junctions and rectangular
signs in advance.

A sign should not obscure a driver's view of any permanent traffic sign. No part of
the sign should be less than 450 mm from the edge of carriageway, normally less
than 2300 mm above a footway (2100 mm minimum) and less than 2500 mm
above a cycleway.

The signs should be securely and neatly fixed and where possible this should be
on existing street furniture. This should be without damage to the street furniture,
the repair of any damage being met by the company erecting the signs. (No sign
with an area exceeding 0.6 m2 should be fixed to a lamp column; no sign should
be attached to private apparatus without the permission of the owner being
obtained.)

The size of letters should be within the recommendations of Department for
Transport Local Transport Note 1/94.

No other signing or fly posting should be provided for the event (failure to comply
with this may result in the removal of all the signs for the event and / or
prosecution).





