EVENTS AFFECTING THE HIGHWAY – GUIDANCE FOR ORGANISERS
Contents
Coordinating Planned and Unplanned Activities on the Highway

Things to Consider When Organising an Event

About Road Closure Orders

When to Inform SCC and When to Apply for Road Closure (and to Whom)

Events ON the highway

Events ADJACENT TO the highway 

Major Events (Typically over 5,000 people) 

Significant Events (Typically 1000 – 5000 people) 

Minor Events (Typically 500 – 1000 people) 

Small Community Events (typically up to 500 people) 

How to Notify SCC Street Works Co-Ordination Team

How to apply for a Temporary Road Closure

District Council Applications
County Council Applications
Placing signs on the highway
Traffic Management Plan
Safety Advisory Group
Traffic Cones For Events and Road Closures
Informal Traffic Cone Requests
The Police

Stewards

Process Flowcharts

Checklist

Further Information 


Special Note:- OLYMPIC ROUTE – SUMMER 2012

(Contact Graham Bagley for Details on GBagely@somerset.gov.uk )
Co-ordinating Planned and Unplanned Activities on the Highway
Somerset County Council, together with the District and Borough Councils, co-ordinates many planned and unplanned activities on or affecting the public highway which may have a significant effect on traffic or require temporary road closure.  These include road works and utility repairs, as well as planned special events such as carnivals, processions and sporting events.  Unplanned traffic incidents, such as break-downs or collisions may also cause congestion at short notice or even necessitate an immediate road closure.  Somerset County Council relies upon information from a variety of sources about these planned and unplanned events in order to co-ordinate highway activity thus avoiding clashes of planned events or works and minimising congestion.

Therefore, if you are organising an event on or affecting the public highway, you must notify Somerset County Council and, if a road closure is necessary, apply for a Temporary Road Closure Order (either from SCC or the District Council, depending upon the scale of event).
NB You must also contact your District Council if your event requires other licences or permissions (such as for public entertainment, the sale of food or alcohol, or planning permission for any kind of structure).
Some Issues to Consider When Planning an Event

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

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

· Where is the event to take place? Are the venue and its facilities suitable and adequate for the type of event? Is it easy to get to without adversely impacting on local traffic?  Does it have sufficient parking and 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 may affect ease of travel to the venue, impact on local communities and need for artificial lighting.

· How many people are expected to attend and will there be an entrance fee? How will visitors travel to the venue?  This will influence the licensing and traffic management requirements.
· Who is responsible for the event?  The primary ‘duty of care’ for public safety rests with the organiser and/or the landowner where events take place on non-highway land.  However, the organiser alone is responsible for public safety for events taking place on the highway.
About Road Closure Orders

An event may only be held on the public highway with the approval of the relevant authority.  For a few very large scale events (such as Glastonbury Festival and the Tour of Britain) applications for road closure will be made to Somerset County Council under The Road Traffic Regulation Act 1984.  However, for the majority of other events, applications will to be the local District Council under the Town Police Clauses Act 1847.

When considering road closure applications, the issuing authority will consult with other bodies including traffic management officers at Avon and Somerset Constabulary and other emergency services (and, of course, the local highway authority where it is not itself the issuing authority).
You will need to carry out a risk assessment to demonstrate that you have considered and minimised any potential risks on the public highway.  This should identify the need for any changes to the normal traffic routes, for example a road closure, or change to a one way street or weight limit for traffic management or safety reasons.

When considering whether your event is on or adjacent to the highway, it is important to remember that the meaning of “Highway” is not limited to roads, streets and carriageway, but also includes verges, pavements, public footpaths or bridleways.

When to Notify SCC and When to Apply for Road Closure (and to Whom) 
Events ON the highway
If your event is going to be on the public highway (and a full risk assessment demonstrates unequivocally that there is no need for a road closure), you will simply need to notify Somerset County Council at least 3 months prior to your event
If your event is going to be on the public highway and a full risk assessment demonstrates that the road must be closed, you will need to apply for a road closure to the relevant authority (usually the district council for the area concerned) at least 3 months prior to your event.
Events ADJACENT TO the highway 
If your event is likely to have a significant impact on traffic, you should involve us as soon as possible in order to ensure that an acceptable traffic management plan has been prepared and notify Somerset County Council at least 3 months prior to your event.

If your risk assessment identifies a need to close a road or other changes to the normal traffic route, you will need to apply for a road closure to the relevant authority (usually the district council for the area concerned) at least 3 months prior to your event.

Some examples of events adjacent to the highway for which SCC requires notification include: [car boot sales, music concerts, festivals, rallies, football and rugby matches] even if a road closure or traffic management is not required.
Major Events (Typically over 5,000 people) 

This type of event:

· requires a road closure to hold the event or to manage traffic; or 

· has a major impact on traffic; or 

· disrupts traffic over a wide area or on a main road; or 

· requires multi agency planning including the Police and emergency services (known as a Safety Advisory group); or 

· requires a detailed traffic management plan, and 

· attracts an entrance fee or is a commercial event.

[Examples]
If you are organising a “Major Event” you will be required to arrange a Safety Advisory Group (involving liaison with Somerset County Council and Avon & Somerset Police traffic management officers, as well as other emergency services), prepare a traffic management plan and apply for a traffic order to Somerset County Council at least 3 months prior to your event. 
Significant Events (Typically 1,000 – 5,000 people) 

This type of event:

· impacts local traffic but does not significantly affect major routes, or 

· disrupts traffic in the area around the event, or 

· requires involvement of the Police, District and County Council, or 

· requires a traffic management plan, or 

· requires traffic regulation orders, or 

· requires notification to local community and parishes, and 

· attracts an entrance fee or is a commercial event

[Examples]
If you are organising a “Significant Event” you will be required to arrange a Safety Advisory Group (involving liaison with Somerset County Council and Avon & Somerset Police traffic management officers, as well as other emergency services), prepare a traffic management plan and apply for a traffic order to the District Council at least 3 months prior to your event.
Minor Events (Typically 500 – 1,000 people) 

This type of event:

· impacts local traffic but does not significantly affect major routes, or 

· disrupts traffic in the area around the event, or 

· requires involvement of the Police, District and County Council, or 

· requires notification to local community and parishes, and 

· attracts an entrance fee

If you are organising a “Minor Event” you will need to apply for a traffic order to the District Council at least 3 months prior to your event.
Small Community Events (typically up to 500 people) 

Typically this type of event:

· has been held, in the same location, under the same name and at generally the same time  of year, in the previous year (or years) or 

· covers no more than 2 miles of carriageway, all subject to a speed limit of 30mph or less, would be subject to the terms of the order, and 

· does not require the restrictions or prohibitions imposed by the order to remain in force for more than 12 hours.

[Examples:]
If you are organising a “Small Community Event” you will need to apply for a traffic order to the District Council at least 3 months prior to your event.

How to Notify SCC Street Works Co-Ordination Team

Notify SCC using the following email/telephone numbers/address:-

Email: highwaysevents@somerset.gov.uk.

Telephone: 0845 3459155 
Address: Special Events Notification, Street Works, 42 Upper High Street, Taunton, Somerset, TA1 3PY

How to apply for a Temporary Road Closure
If you think that the road needs to be closed, on-street parking suspended, or a one way street changed to improve traffic safety for your event, please complete the relevant section of your application indicating:-
· What sections of road(s) needs to be closed?

· Where will traffic be diverted?

· Whether it is necessary to change a traffic regulation order for the duration of the closure e.g. one way street (County Council closures only)

· Whether your proposed scheme clashes with any other highway activity in the vicinity.  Check online at:

http://www.somerset.gov.uk
District Council Applications

Use the following links for details of how to apply to the District Council where your event is to be held:-

· Mendip application site
· Sedgemoor application site
· South Somerset application site
· Taunton Deane application site
· West Somerset application site

County Council Applications

If the scale of your event is such that you need to apply to the County Council, please contact Traffic Management HQ on 01823 357167.

Placing signs on the highway

If your event requires highway signage, you will be required to provide a sign schedule clearly stating the legend, where signs are to be positioned, how they will be placed (on a frame or fixed to street furniture). The sign schedule must be approved by Somerset County Council before any signs are erected on the highway.  Your signing contractor must be accredited to place signs on the highway and have public liability insurance of at least £5,000,000.
Signs Will Only Be Permitted in the Following Circumstances:

· There must be a substantial number of drivers who are not familiar with the area who are seeking the event. 

· The existing signing to the venue/location is not adequate 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 question. 

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

Signs Must Conform to the Following Criteria:

· 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 through the local Area Traffic Engineer’s office. 

· 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. 

· Signs shall not normally be erected more than 48 hours before the event and must be removed not more than 24 hours after the event. Earlier erection of the signs may be agreed only if benefit to other road users is demonstrated (for example, advance warning signs).
· 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 no less than 2300 mm above a footway (2100 mm minimum) and no less than 2300 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 0.6m2 should be fixed to a lamp column; no sign should be attached to private apparatus without prior permission of the owner.)
· 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).
· Signs remaining after the event removal time will be removed and charges may be made for this. 

· Signing Principle: NO ROAD USER SHOULD APPROACH IN ANY DIRECTION TOWARDS THE EVENT WITHOUT UNDERSTANDING EXACTLY WHAT IS HAPPENING AND WHAT IS EXPECTED OF THEM
· Signs may only be erected by Chapter 8 accredited personnel trained to work on live highways. 
Explanatory Note:- Chatper 7 and Chapter 8 of the Traffic Signs Manual

The Traffic Signs Manual is available online at 

http://www.dft.gov.uk/pgr/roads/tss/tsmanual/ 
and sets out the legal requirements for the design of traffic signs (chapter  7) and temporary traffic management (chapter 8).  Chapter 8 includes requirements for the training and accreditation of those authorised by law to work on the highway, including the erection of signs.  You may wish to contact your Somerset County Council local Area Traffic Engineer for more details, including a list of accredited personnel.
Traffic Management Plan

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 the traffic management implications have not been addressed or the event poses potentially serious disruption and road safety concerns, then the event may not be allowed to proceed. Clearly it is very important for the police and the County Council to be consulted at the earliest opportunity.  
Traffic management plans involve 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 with all risks recorded giving recommendations on how the risks 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.gov.uk 
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 to be minimised.  Wherever possible, event organisers are expected to encourage the use of public transport, cycling and walking to their event.  Clear contingency plans, including emergency access provisions, should also be included.
The Traffic Management Plan must consider the following:

Section 1 – Roads, Public Rights of Way and Bridleways

When planning your Event, you must consider which roads, footways, paths and bridleways may be affected. You are not permitted to close any public roads, footways, paths and bridleways without lawful authority.

Section 2 – Highway Directional Signing

· What signs will be used and where?

· What will the signs say?

· Who will erect and maintain the signs?

· What publicity will be used?

Traffic control on the public highway can only be done by a Police Officer in uniform, or by traffic signals or stop/go boards operated by authorised persons.  Marshals and Stewards do not have the authority to control traffic on the public highway without specific permission from the Chief Constable which may be given only in exceptional circumstances..

Section 3 – Traffic Management

Public Transport

Getting to and from the Event should be made as easy as possible. 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 & Walk are options that should be considered and car parks should not be limited to the immediate event site.  It is recognised that the majority of people will wish to use their own transport and sufficient capacity should be provided at the entrance to, and within the site to avoid any unnecessary delays on the public highway. 

On street parking restriction

Does on street parking need to be restricted to allow better access to the venue?

“No Waiting” Cones

The provision of No Waiting cones within the Avon and Somerset police area varies because the responsibility for enforcement of waiting restrictions also varies according to the local authority area.  

Taunton Deane Local Authority is responsible for the enforcement of waiting restrictions, but in all other parts of the Avon and Somerset area the police still carry out this function. It is anticipated that all local authorities in this area will eventually take on the responsibilities for enforcement of waiting restrictions.

Form 150 scheme

Public utilities and events organisers may be authorised to place their own no waiting cones at approved sites. Forms 150 can be obtained from local police stations and when completed should be returned to the police station for authorisation, together with a letter to the Chief Constable agreeing to the procedure and the Code of Practice, which is written on the back of the Form 150.

Taunton Deane area - Taunton Deane Borough Council covers Taunton, Wellington and Wiveliscombe areas. The Borough Council will not supply No Waiting Cones to members of the public, but the Form 150 scheme for public utilities and events organisers is in operation, see Form 150 scheme details above. The police no longer have the legal power to enforce parking restrictions in this Local Authority area.

In any area not by Taunton Deane, members of the public who require No Waiting Cones should make the request in person at their local police station or telephone 0845 456 7000. 

Car Park Closure
· Are there any car parks that need to be closed?  (Permission will be required from the landowner(s) eg the District Council).
· What alternative parking is available?

Parking provision
· Where is the venue in relation to the road network and public transport?

· How will visitors get to the venue e.g. bus, coach, train, walk, cycle, car?

· How will traffic control be organised on the public highway and on site?

· What parking provision is there for organisers/visitors/Emergency Services?

· Where will the access and exit routes for organisers, visitors and emergency services be?

· Will on-site routes/car parking have the capacity to accept sufficient volumes of vehicles / people to avoid delays on the public highway?

· How will you deal with breakdowns or collisions on these routes?
· Weather conditions, particular on “green field” car parks, will need to be considered.  Use of matting or temporary roadways may be appropriate.

· Should adverse weather occur, provision should be made for cleaning mud from footways/carriageways.

Safety Advisory Group

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 may include representatives of: -
· Area Traffic Engineer (Somerset County Council) 

· Traffic Manager (Somerset County Council) 

· Other departments relevant to the event (Somerset County Council) 

· Licensing authority (District or Borough Council) 

· Building Control Officer (District or Borough Council) 

· Environmental Health Officer (District or Borough Council) 

· Trading Standards Officer (Somerset County Council) 

· Police service

· Ambulance service

· Fire & Rescue service

· Experts as necessary at the discretion of the group

If the event is on the highway or road, the responsibility for public safety rests with the organiser.

Where relevant the Safety Advisory Group 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. 

· 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 observations 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, SAGs are considered best practice and each of the constituent members has its own regulatory role and may exercise its powers independently. 
If it is decided by the group that the correct event planning is not in place, it can recommend that the event does not go ahead and then the application to Somerset 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, Somerset County Council will do all it can to help facilitate meetings with all the required parties.

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. 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 coordination 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.  Under normal circumstances police resources should not be required for operation of a successful Traffic Management Plan.  If it is agreed that police are required, there is likely to be a full cost recovery to the police for their services.
Private Marshalling

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 it is unlawful for stewards and marshals to direct traffic on the public highway
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Further information and guidance 

The Home Office The Good Practice Safety Guide and 
The HSE ‘Event Safety Guide’ available from HSE books (code HSG195).

