Application for the Hire of Pucklechurch Parish Council-Owned Public Spaces

Before completing this application form, please read the Public Outdoor Events Policy (Use of Council-Owned Lands and Open Spaces).

Applicants are responsible for informing the Parish Council of event plans and applying for all necessary permissions and licences to demonstrate that the event will be safe and thoroughly planned. As the event organiser, you must comply with common law and assume the legal "duty of care" under Health and Safety at Work legislation to ensure a safe environment and safeguard public welfare. Organisers are responsible for the health and safety of everyone attending, including committee members, staff, hired workers, contractors, performers, and the public.

Furthermore, you must ensure compliance with all relevant current UK legislation, including environmental protection regulations to prevent public nuisance to nearby residents, and fire safety and licensing regulations. Ignoring known hazards or creating a nuisance is illegal and may render you liable to prosecution or civil claims.

Submission Requirements & Notice Periods
· Smaller Events (Up to 499 people): Minimum 3 months’ notice required. Applicants must demonstrate dialogue with the Clerk prior to submitting this form. No road closures or Premises Licences permitted.
· Larger Events (500 to 1,999 people): Minimum 6 months’ notice required. Applicants must demonstrate dialogue with the Clerk prior to submitting this form. These events are likely to require a Temporary Event Notice (TEN), Premises Licence, or Traffic Management Order.
· Pre-Application Dialogue: Anyone wishing to make an application is advised to contact the Clerk in writing prior to making any arrangements.

All organisers must submit a comprehensive Event Management Plan, Risk Assessments, a Site Plan, and copies of all supporting documentation. The Parish Council reserves the absolute right to levy an application fee, hire charge, or ground maintenance contribution. Where levied, charges must be paid promptly to confirm the booking.






1. Applicant’s Details
	Name of Applicant:
	

	Email Address:
	

	Daytime Tel / Mobile:
	

	Name of Organisation / Group:
	

	Charity Registration Number (if applicable):
	

	Position within Organisation (e.g. Secretary):
	

	Full Postal Address:
	

	Address for Invoice (if different):
	


2.  Event Classification & Core Criteria Compliance
Is the organising body a Pucklechurch parish group, local charity, or locally based community organisation? Tick as applicable.

[ ] Yes (Community Event): A non-profit festival or activity run by a local charity/voluntary group with a base in the parish, directly benefiting Pucklechurch residents.

[ ] No (Commercial/External Event): Any activity falling outside the community definition (including organised exercise classes). Note: External applications are only considered if they do not conflict with local needs.

Is this a large-scale private hire event?
[ ] Yes
[ ] No

Note: Council lands are strictly unavailable for large-scale private lets (e.g. wedding receptions, private music festivals, milestone/school parties, or commercial private hire functions). Small-scale private hires are subject to the absolute discretion of the Parish Council assessed on a case-by-case basis.

Pre-Application Dialogue Tracker:
Please state the date(s) you engaged in preliminary dialogue with the Parish Clerk regarding this event proposal:
Date of communication: ________________________

3. Premises & Operational Details

	Field
	Details

	Date of Proposed Event:
	

	Location of Proposed Event:
	

	Purpose of Hire / Event Description:
	(Please describe all proposed activities below)

	Expected Attendance Capacity:
	[ ] Up to 499 people      [ ] 500 to 1,999 people

	Set-up Time on Site:
	

	Event Start Time:
	

	Event Finish Time:
	

	Dismantle / Clear-up Time on Site:
	



Site Features & Infrastructure:

Please tick all that apply and ensure their locations are clearly marked on your attached Site Plan:
[ ] Bouncy Castle / Inflatables    [ ] PA / Sound System    [ ] Stage
[ ] Marquee    [ ] Barbecue / Food Stalls    [ ] Other: ____________________

Strict Prohibitions Acknowledgement:

Please check the box to confirm your understanding of the council's environmental safety rules:
[ ] I confirm that no fireworks, pyrotechnics, loud explosives, balloons, or sky lanterns will be used, displayed, or released during this event across any parish council lands.

Parking Requirements:

Will this event require vehicular parking on council land?
[ ] No
[ ] Yes – Essential Community Event: Tailored explicitly for the residents of Pucklechurch.
[ ] Yes – Essential Operational Parking Only: Subject strictly to council discretion.
Note: Excepting essential community events for local residents, council lands will not be available for event car parking.

4. Insurance & Financial Resilience
It is a strict requirement that anyone hiring council-owned facilities possesses adequate public liability insurance, including an indemnity for damage to the council’s property.
Please place an X next to the appropriate statement:
[ ] I am a representative of a club/organisation, and our public liability insurance details are stated below.
[ ] I am a private individual / representative of a group organizing a public event, and my public liability insurance details are stated below.

	Name on Policy:
	

	Insured By (Provider):
	

	Policy Number:
	

	Limit of Indemnity:
	£_________________ (Minimum £5,000,000)


	Start Date:
	

	Expiry Date:
	



Financial Resilience Declaration:

[ ] I confirm that the organising body has the full financial capacity to clear all event costs, pay infrastructure/hire fees promptly, and fully fund any site repairs or ground reinstatement required as a direct result of the event.

5. Safeguarding: Images of Children and Vulnerable Adults
To ensure the protection of vulnerable adults and children, the photography and video filming of children and vulnerable adults by event organisers on council-owned land is permitted only when written consent forms are obtained in advance. For children and young people under 18, the form must be signed by a parent or carer. This includes activities where children or vulnerable adults are not the main focus but may be present in the background or as spectators.

6. Declaration & Submission
By signing this declaration, you confirm and agree to comply with the following:
1. I have read, understood, and agree to abide by the Pucklechurch Public Outdoor Events Policy.
2. To be held legally and financially responsible for all fees, charges, and potential ground reinstatement costs in respect of this hire.
3. To provide an up-to-date, comprehensive Risk Assessment and Event Management Plan.
4. I confirm that to the best of my knowledge the information provided on this application is accurate. Any subsequent changes will require the formal approval of Pucklechurch Parish Council

	Signed:
	Print Name:

	Position:
	Date:

	For and on behalf of:
	(Name of club or organisation)




Please return the completed paperwork, site plan, and risk assessments by email to: clerk@pucklechurchparishcouncil.gov.uk
All information provided will be held in accordance with current Data Protection legislation.
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