Bicester Town Council

BICESTER

TOWN COUNCIL

Events Working Party Meeting
Ref: BE04/2425

Wednesday 29" January 2025 at 19:00hrs
The Council Chamber, Garth House, Launton Road,
OX26 6PS

Members:
CliIr Christopher Pruden — Chair
CliIr Alisa Russell, Clir Donna Ford, Clir Damien Maguire and Clir Jim Webb

Substitute Members:
Clir Tom Beckett, ClIr Nick Cotter, Clir Dan Hallett, Cllr Sam Holland,
Clir Harry Knight, CllIr Rachel Mallows, ClIr Nick Mawer, CliIr Les Sibley,
Clir Paul Wheatley and Clir John Willett
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Council Offices, The Garth,
Launton Road,

Bicester,

Oxon. OX2 6PS
Telephone: 01869 252915
- Email: enquiries@bicester.gov.uk
TBJv(v:NEc%IrFCIL www.bicester.gov.uk

Wednesday 22" January 2025
To all members of the Events Working Party,

You are hereby summoned to attend a meeting of the Events Working Party at the Council
Chamber, Garth House, Launton Road, 0X26 6PS on Wednesday 29" January 2025 to
commence at 19.00hrs for the transaction of the following business.

/ -
74
(/

A g /

Phil Evans
Town Clerk

Agenda

All Council Meetings are open to the public and press, unless otherwise stated.

1. Apologies for Absence
To consider apologies and reasons for absence. Committee members who are unable to
attend the meeting should notify the Town Clerk (phil.evans@bicester.gov.uk) prior to the
meeting, stating the reason for absence.

2. Declarations of Interest
Councillors are reminded to declare any interests on any item on this Agenda in
accordance with Bicester Town Council’s Code of Conduct.

3. Minutes of the Events Working Party (Pages 4 - 5)
To APPROVE the MINUTES and RESOLUTIONS of the following Events Working Party
Meeting held on:

e BE03/2425 - Thursday 14™ November 2024

4. Public Session
In accordance with Standing Orders 1 d-f, members of the public may make
representations, ask questions and give evidence in respect of any item of business
included in the agenda.

Time allocated shall not exceed 10 minutes. No member shall speak for more than 2
minutes.
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5. Events Committee Report (Pages 6 - 106)
The Working Party is asked to NOTE and COMMENT on the reports.

6. Provisional Event and Marketing Strategy 2025 (Pages 107 — 112)
The Working Party is asked to NOTE and COMMENT on the reports.

7. Forward Plan (Page 113)
The Working Party is asked to NOTE and COMMENT the Forward Plan.

8. Date of Next Meeting:
To be confirmed
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Agenda Item 3

BE03/2425

Minutes of the Events Working Party Committee

A meeting of the Environment Committee was held on Thursday 14" November 2024 at
19:30 hrs at The Chamber Room, The Garth, Launton Road, OX26 2PS.

Present:
Clir Christopher Pruden (Chairman)
Clir Donna Ford

Clir Webb
Clir Maguire
In Attendance:
Officer Paul Canning
14/  Apologies for Absence
2425 RESOLVED that apologies were received from:
- Clir Russell
- Clir Knight
16/  Declarations of Interest
2425 RESOLVED that no declarations of interests were received.
16/ Minutes of the Events Working Party Committee
2425 RESOLVED that committee APPROVED the MINUTES and RESOLUTIONS of the
following Environment Committee meeting:
- Wednesday 4" September 2024
17/ Public Session
2425 RESOLVED that no members of the public attended.
1g)  Bicester Town Council Community Events
24925 RESOLVED that committee NOTED the following presentation by Paul Robertson,
Bicester Live (Music Events).
A presentation was made by Paul Robertsen regarding music events to be held in the
Garth Park Bandstand during the Summer of 2025. All events would be free to the public
and held on Weekends.
Councillors had some reservations regarding how the events would be manned by BTC
staff and funded. Suggestions were also made regarding sponsorship for the events.
Councillors supported the use of the bandstand for music events in principle but agreed
further investigation would be required and for this fo proceed. Paul Roberison is
encouraged to attend future Events Working Party meetings.
19/  Bicester Town Council Community Events
2425 RESOLVED that committee NOTED the following reports.
Minutes: Events Working Party: BE03/2425 Page 1 of 2
Thursday 14" November 2024
Signed . e e Dated .
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BE03/2425

Events Financials
Remembrance service 2024
Christmas Light Switch on 2024
Christmas Light Trail

Santa Fun Run

20/ Other Events
2425 RESOLVED by committee who AGREE and NOTE updates from other events taking
place within the community.

21/  Forward Plan
2425 RESOLVED that committee REVIEWED and COMMENTED on the Forward plan.

29/ Date of next Meeting: Wednesday 29" January 2025

2425 CLOSE OF MEETING: 20:30

Minutes: Events Working Party: BE03/2425
Thursday 14" November 2024

Signed . S RS Dated .
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Agenda ltem 5

BICESTER TOWN COUNCIL

EVENTS COMMITTEE REPORT
29 January 2025

TOWN COUNCIL

Chair: Councillor Chris Pruden
Contact: 01869 252915 chris.pruden@bicester.gov.uk

Officer —Paul Canning
Contact: 01869 252915 paul.canning@bicester.gov.uk

Ward Affected: All

Civic and Democratic Event Plans 2025
1. Background

1.1 Our civic and democratic events play a crucial role in fostering community spirit and civic
engagement. As we look ahead to spring and summer 2025, we are committed to building on
this foundation by introducing a series of events designed to celebrate our community's
diversity and encourage active participation in local governance.

2. Overview
2.1 The Mayor Making Ceremony is a cherished tradition that celebrates civic leadership and
community spirit, marking the beginning of a new chapter in our town's governance (Event
Plan Appendix a).

2.2 The Flag Raising ceremony is a meaningful way to recognize and honour the dedication and
bravery of our armed forces, bringing the community together in a shared expression of
respect and gratitude (see Event Plan Appendix b).

2.3 The Easter Egg Hunt event promises to be a delightful and engaging experience for families,
fostering a sense of community and celebration during the Easter season (Event Plan
Appendix c).

2.4 This 80th anniversary event aims to honour the legacy of those who served, educate the
community about the historical significance of VE Day, and foster a sense of unity and
remembrance (Event Plan Appendix d).

2.5 Armed Forces Day is a meaningful opportunity for the community to come together, show
support for our military, and celebrate the dedication and bravery of our service members

(Event Plan Appendix e).

2.6 Family Fun Day (Teddy Bears' Picnic) is a wonderful opportunity for families to come together,
enjoy a day of outdoor activities, and create lasting memories (Event Plan Appendix f).
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2.7 The Outdoor Cinema Event promises to be a memorable evening of entertainment and
community bonding, perfect for families and friends to enjoy together (Event Plan Appendix

9).

2.8 The Music Event promises to be a vibrant and enjoyable experience, celebrating local talent
and fostering a sense of community (Event Plan Appendix h).

Recommendation

Committee is RECOMMENDED to NOTE and COMMENT on this report.
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BICESTER TOWN

COUNCIL

CIVIC EVENT PLAN

Mayor Making 2025

EVENT NAME: MAYOR MAKING 2025

This i= a significant event in the cvic calendar of many fowns and
cities. This ceremony marks the beginning of the new municipal
year and the inauvguration of Bicester's new Mayor

Docurmnent Mame:

WE DAY CELEBRATIONS

Author:

Paul Canning /Maria Galic

Date Completion:

Event Working Group Sign Off Daofe:

Date of Event: ]2"1 qu 2025

Appendix 1

BICESTER

TOWN COUNCIL

MAIN CONTACT(S)

Primary: Paul Canning

Paul canning@bicester.gov.uk
07842703170

Secondary: Maria Galic

Maria_galic@bicester gov.uk
07548 558513

PACK INDEX

Pags 2itemn 1 Key Contacts
Poge 2itern 2  Dishibufion List
Pages 3/4 fem 1 Licensing

Page Sitern 1 Ewent Layout
Page Sitern 1 Resdent Condderation
Page & itern 2 Car Parking
Page &itern 1 Event Detail
Page &itern 1 Post Bvent

Page &ditern 1 Communicofions
Page &7 item 1 Fnonces

Page 7fBitemn 1 Post Bvent
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All kev contacts, covenng all aspects and needs for Confractors, Staff and Customers.

Role / Organisafion

Name: Contact Humber:

Primary Contact: Office Manager

Paul Canning 07849 703170

Secondary Contact: Event Administrator

Maria Galic

Other Contact: Town Clerk Phil Evans
Invoicing and Payments: Finance Officer | Helen Pool
Meighbourhood Supervisor Gavin Staniland
Emergency Flanning Officen Paul Mann

Safety Advisory Officer

Event Securty Contact:

Event First Ald Contact:

Al lnvested Confribufors to the event must receive o copy of the final approved documesnt pack for this svent.

Role [ Organisaficn Name:
Primary Contact: Office Manager Poul Canning
Invoicing and Payments: Finance Officer Helen Pool
Other Contact: Town Clerk Phil Evans

Event Working Group Chairman

Councilor Christopher Proden

CDC Streetf Team Officer

Tom Duckham

Thames Valley Police [Bicester]

Cavin staniland

OCC Emergency Planning Officer

Poul Mann

Fire station (Bicester]

Chris Philpott

Safety Advisory Group

Event Securty

Event First Aid

Event Sound Support

Event Contractor (Upon Beguest)
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What is required for the event to run safely and legally.

Title of License

Description of License

Approved Reference Number:

PFL [Public Performance License)

Fecorded music is protected by
copynaght. This means that, if you
wizh to include recorded music in
a radio or TV broadcast, or in an
online service, or if you wish to
play recorded music in public
[zuch as ployving it to staff or
customers at your business
premizes), legal permission is
needed from each and every
recording nghtsholder whose
recordings you use.

FFL's licences provide this
permizsion on behalf of the tens of
thousands of recordings
nghtsholders we represent,
allowing yvou to use virtually all
commercially released recordings
in the UK. This soves you from
having to contoct multiple
companies of individuals directhy.

N/A

5AG (Safety Advisory Group)

S5AGE are usually coordinated by a
Local Authonty (LA} and mads up
of representatives from the LA,
emergency senices, other
relevant bodies ond the event
organizer. They may be event or
location specific but othenavize
tend to be bozed on LA
boundarnes.

SAGE provide a forum for
discussing and adhvising on puklic
safety ot an event. They aim to
help argonisers with the olanning,
and management of an event
and fo encourage cooperafion
and coordination between all
relevant agencies. They are non-
statutory bodies and so do not
hove legal powers or
responsibilities and are not
empowered to approve or
prohibit events from taking ploce.
Event crganisers and others
involved in the running of an
event, retain the prncipal legal
duties for ensuring pulblic safety.

Page 10




TEMS (Temporary Bvent Motice]

A Temporary Event Motice (TEM] is
a license that allows smalkscale,
one-off events to take ploce ot
unlicensed premises of to extend
the hours of an exsting icenss:

You need a TEM if yvou want to
carry out o "censable activity” on
unlicensed premises or if the
activity is cutside the scope of an
existing licensze. Licensable
activities include:
« Seling alcchal
s«  Offering reguloted
entertainment, such oz
music, dancing, ploys,
films, iIndoor sports, boxing,
or wrestling
«  Supplying food above
room temperature
between 11 PM and 3 AM

Cther Considerations:
[Risk Assessments and Rood
Closures)

Documents will be available upon
request and road closures listed.
[if applicakle]

Risk assessment available
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The Event layout
Kay:

The Event will be held in the Whitelands function room.
Whitelands Form Sports Ground

Whitelands Way, Bicester OX26 1A

The Kitchen and Bar Tel: 01849 email:

Keay

- Councilor table |:| Public Chairs

- Podium |:| Food and drinks Table

Mot applcable
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function room. Upon closure of the event the same door will be used as the ext.

All 5taff and invited guests can use the Whitelonds carpark.

All fimings are a droft and subject to change.

Event Doy

17:00: Room set up

18:15: Councilors armve and have annual grovp photos taken.
18:30: Invvited guests are greeted and directed to seatfs.

18:45: Good citizens Awards

19:00: Start of Moyor Making

19:45: Dninks to be poured.

20:00: End of Mayor Malang (Presentation of grant aid chegues)
20:10: Refreshments served.

Complaint Procedure

All complaints on the day need to be directed through to the Organizer, contactable through evenisi@bicesier gov.uk Any
complaints which are requested to be taken further, will be passed onto the events lead. Event lead should be available
to deal with urgent complaints during event hours.

Attendees will be invited 60 days before the event.

RED Text — Anoncial information to remain internal — Mo third party shall receive this information.

Budget Income | £
Budget Spend Fil
Income
| Header | Rational | Estimated | Income to date
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(less income to date)

Ticket Sales
Inclusive of Ticket Source
deduction.

Yendor

Bvent Sponsore

Total

Spend

Heoder Rational

Estimated
(l=ss spend to date)

Spend to date

Total

Budget Verses Actuo

Budget Loss £
Actua Zain &
Difference | Gain £

Sign off

Event Manager [Must be Signed before presented to Committes, Deadline for Committes is Two meetings

pror to event to allow for alterations).

What are you signing off.

Signature

Date

Fre-Event

Thiz event plan iz finalized and all
content within will see no further
changes with the exception of the
finance information that may
becomes subject o changs.
Terms and conditions have been
issued to ALL contractors.

Committee Chairman (Must ke Signed before presented to Committes, Deadline for Committee i Two
meetings prior to event to allow for alterations).

What are you signing off.

Signature

Date

The Chairman signs off to soy that
the Waorking group have been fully
informed and are in agreement
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that this event plan contains ALL
relevant information.

Event Manager Must be signed off no later than seven days after event

What are yvou signing off. Signature Date

Fost Bvent
This event information is now
finalized including the finance
- Al purchase COrder have
now been raized.

Finance Manager hMust be signed off no later than one Month after event

What are yvou signing off. Signature Date

Fost BEvent

This Bvent Flan in terms of
Furchose orders matches Rialtas.
Al lnvoices have been raised.

* A signed master copy must be kept with the Event Manager and available vpon request
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BICESTER TOWN

COUNCIL

CIVIC EVENT PLAN

CIVIC FLAG RAISING

EVENT MAME: CIVIC FLAG RAISING

Thiz event is held each year to celebrate HM s Armed Forces Day.

Document Mame:

CIVIC FLAG RAISING

Author:

Paul Canning f Mara
Calic

Date Completion:

Event Working Group Sign Off Date:

Date of Eventl Fridqy 271.h June 2025

Appendix 2

BICESTER

TOWN COUNCIL

MAIN CONTACT(S)
Pramary: Paul Canning

Paul. canning@bicester gowv.uk

07842 703170

Secondary: Mara Gaolic

Manao_galic@bicester. gov.uk

07548 558813

PACK INDEX

Poge Zitern 1 Fey Contacts

Page 2itern 2  Dishibuficn List

Page 3f4 lem 1 Licensing

Poge Sitern 1 Event Layout

Poge Sfsitemn 1 Resident Consideraticn
Page &itemn 1 Cronwd Management
Poge &itemn 2 Car Parking

Page &itern 1 Event Detail

Page &itemn 1 Event Protoool

Poge 7 itemn 2 Feedbock

Poge 7Fitern 1 Roles and Responsibiities

Poge 8itemn 2
Poge Bitemn 3
Poge 87 itemn 1
Page 10item 1

Past Event
Communication
Restricted — Anance
Evenit Sigm Off
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All b=y contacts, covenng all aspects and needs for Confractors, Staff and Cusfomers.

Rele /[ Organisafion Mame: Conftact Number:
Primary Contact: Office Manager Paul Canning 0784% 703170
Secondary Contact: Event Administrator | Maria Galic

Other Contact: Town Clerk Phil Evans

Invoicing and Payments: Finance Officer | Helen Fool

Meighbourhood Supervisor: Gavin Staniland

Emergency Planning Officen Paul Mann

Safety Advisory Officen,

Event Securty Contact:

Event First Ald Contact:

Al lnvested Contnbutors to the event must receive a copy of the final approved document pack for this event.

Role [ Organisatfion Mame:
Primary Contact: Office Manager Paul Canning
Invoicing and Payments: Finance Officer Helen Pool
Other Contact: Town Clerk Phil Evans

Event Working Group Chagirman

Councilor Christopher Pruden

CDC Street Team Officer

Tom Duckham

Thames Valley Police [Bicester]

Savin Staniland

OCC Emergency Flanning Officer

Poul Mann

Fire Station [Bicester]

Chris Philpott

Safety Advisory Group

Event Sacurty

Event First Aid

Event Sound Support

Event Confractor [Upon Request)
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What is required for the event to run safely and legally.

Title of Licensze

Description of License

Approved Feference NMumber:

FFL [Public Performance License)

Fecorded music is protected by
copyrght. This means that, if you
wish to include recorded music in
a radio or TV broadcast, or in an
anline service, or if vou wish fo
play recorded music in public
[zuch oz ploying it to staff or
customers at yvour business
premises), legal permission is
needed from each and every
recording nghtsholder whose
recordings you use.

FFL's icences provide this
permission on behalf of the tens of
thousands of recordings
nghtsholders we represent,
allowing vou to use virtually cll
commercially released recordings
in the UK. Thiz soves vou from
hoving to contoct multiple
companies of individuals directly.

N/A

SAZ (Safety Adwvisary Group)

SAGs are vsually coordinated by a
Local Authonty (LA) and mades up
of representatives from the LA,
emergency senvices, ofher
relevant bodies and the event
organissr. They may be event or
location specific but othenwize
tend to be bosed on LA
oundariss.

SAGs provide a forum for
dizcuszing and advising on public
safety at an event. They aim to
help arganisers with the planning,
and management of an event
and to encourags cooperafion
and coordination between all
relevant agencies. They are non-
statutory bodies and so do not
hove lzgal powers or
responsibilities and are not
empowsred to approve or
prohikit events from taking place.
Event organizers and others
involved in the running of an
event, retain the principal legal
duties for ensuring public safety.

N/A
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TEMS (Temporary Event Motice)

A Temporary Event Motice (TEM) is
a icense that allows smallscale,
one-off events to take place at
unlicensed premises or to extend
the hours of an existing lcense:

You need a TEMN if you want fo
carry out o "icensable activity” on
unlicensed premises or if the
activity is outside the scope of an
existing licenss. Licensable
activities include:
¢«  Seling alcohal
s  Offering reguloted
entertainment, such as
miusic, dancing, plays,
filrns, iIndoor sports, boxing,
or wrestling
*  Supplving food above
room temperature
between 11 PM and 5 AWM

N/A

COther Considerations:
[Risk Assessments and Food
Closures)

Documents will be available upon
request and road closures listed.
[if applicabkle]

Available vpon request.
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The Event layout
Key:
[ Dignitaries
[ Podium
B Military

— Barrier
[E Refreshments

B Seating and Gazebos

Bicester Town Council is committed to working with its residents to deliver seamless events with as little disruption
as possible. The public will be encouraged to attend flag raising and will be allowed to have a full view of the
ceremony. Bamiers will be in place to prevent vehicle access and around the bandstand area for refreshments.
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&
Letters will be delrvered to CTAB and Mais Houze advizsing them of the event.

Pleose see appendix 1

Cwal and lown in front of bandstand 5 closed to the public.

All 5taff and Volunteering Car Parking will bbe encouraged to take place in the Yard/ Bicester Green Arsa.

All timings are o draft and subject to change.

Bvent Day

07-00: Qutdoor team set up bamers and car parks are closed.
12:00: Qutdoor team set up gozebos.

13:00: Cutlery and glosses et up in recepfion arsa.

14:00: Podium is set up along with PA system.

14:30: Military and dignitaries arive at Garth Park.

15:00: Mayor and invited dignitanes form in front of podium.
15:03: Bugler coll and flag raising.

15:00: Food and beverages delivered to reception arsa.
15:05: Mayor of Bicester addresses personnel.

15:10: GEM approaches Mayor for permission to carmy on.
15:11: Bugler call to inform departure of senior Military personnel.
153:12: G5M gives fall out.

153:15: Reception held in bandstand area.

15:15: Qutdoor team reocpen car park to the public.

14:00: Military leove.

16:15: Event closed.

14:30 Tidy down all staff.

Securty
Mot required
First Aid

Mot required

Adverse Weather Facilities

The Bvent Lead will monitor the weather conditions and in Consulfation with the Town Clerk make approprate
decisions regarding weather changes.

Standord of dress/uniform

All Bicester Town Council staff to wear assigned uniform.

Eefusal of Entry or Remowval from site
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The Bvent senior staff in conjunclion with the Securty lead reserve the right to refuse entry or remowve customers
from the event should behovior be deemed inappropriate towards this event which is deemed family fiendhy.

2n the day ticket purchases

A QR code will be provided on the advertising banner that will be hung on the railings to the park. In the vent that this is a
sell out a red cross will be drawn across the QR code.

Mational Threat Level

The Current Mational Threat Lewvel is SUBSTANTIAL (meaning an attack is likely] recorded from

htto:/ fenane mikd.gov.uky/

The Bvent lead is ACT frained, and the below procedurs should be followsd for any Terronzm Attack.

Suspicious tems Found

The 4 C's protocol will be used: CONFIRM, CLEAR, COMMUNICATE, CONTROL.

CONFIRM: whether the iterm exhibits recognizably suspicious characteristics: is it hidden® |s it cbhvioushy
suzpicious? |z the tem vsually found in that location?
CLEAR: immediate area. Do Mot touch it. Move people to a sofe distonce and out of ine of site of the item.

Cordon off the area.

COMMUMNICATE: Don't use radios within 1.5 meters. Inform security and the Bvent Lead. Bvent Lead will call

FI%.

CONTROL: cccess to the area. Do not allow members of the public to approach the area until it iz
confirmed safe. Keep eyewitnesses on hond whenever possible.

Evacuation:

Once a threat has been confirmed, The Event Lead will determine whether the evacuation protocol will the

initiated:

1. Members of the public and porficipants

2. Bvents Team

3. Emergency zervices co-ordination point access

Bvacuation will be made through the nearest available exit — with the event stoff available to direct.

Mot required

Event Lead Prmary

Paul Canning

Bvent Lead Secondary

Mana Galic

COwverses the event

Event Senior Team

Fhil Bvans, Helen Pool
Mick Lee Conor Pattison.

To support the instruction from the
leods.

Event — 3=t up and take down

Outdoor Team Members and staff

Setting up the event that includes
garebo and fencing.

Staff — food and dnnk delivery and
st up.
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Complaint Procedure

All complaints on the day need to be directed through to the Organizer, contactable through events@bicester.gov.uk Any
complaints which are requesied to be taken further, will be passed onto the events lead. Event lead should be available
to deal with urgent complaints during event hours.

Claims and Payment

Mot applicable

Standard process below, timings for this event will be different.

14 Davys Prior

Fortnightly Promations for Ticket Sales 5 Days Prior
Signage on park gates

Event Working P . Event Date
Group Approval 90 Days Frior b

[IAMN ta MAY] Tickets to g
) ||r-:|n|-:||!|:~:| (=]

ared with local group

chats

RED Text — FAinoncial information to remain internal — Mo third party shall receive this information.

B

Budget Income
Budget Spend

B

Income

Header Fational Estimated Income to date
(less income to date)

Yendor
Bvent Sponsore
Total i
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ipend

Header Rational

Estimated

(l=ss spend to date)

Spend to date

Stage and Sound

Toilet Hire

First Aid

Securty

Tower Light Hire

Wrstbands

Advertising/Promotions

Total

Budget Verses Actua

Budget Loss £
Actua Zain £
Difference | Gain £

Sion off

Event Manager [Must be Signed before presented to Committes, Deadline for Committee iz Two meetings

prior to event to allow for alterations.

What are you signing off.

Signature

Date

Fre-Event

This event plan iz finalized and all
content within will zee no further
changes with the exception of the
finance information that may
become subject to change.
Terms and condifions have been

issued to ALL contractors.

Committee Chairman (Must be Signed before presented to Committee, Deadline for Committee iz Two
meetings prior to event to allow for alterations.

What are you signing off.

Signature

Date

The Chairman signs off to soy that
the Waorking group have been fully
informed and are in agreement
that this event plan contains ALL
relevant information.

Event Manager Must be signed off no later than seven days after event

What are you signing off.

Signature

Date

Fost Bvent
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10 |

Thiz event information is now
finalzed including the finance
- Al purchase Order have
now been roized.

Finance Manager hMust be signed off no later than one Month after event

What are you signing off. Signature

Date

Fost Bvent

This Bvent Flan in terms of
Furchose orders maotches Rialtas.
Al Invoices have been raized.

+* A signed master copy must be kept with the Event Manager and available vpon request

Appendix 1

BICESTER TOWN COUNCIL
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BICESTER TOWN

COUNCIL

CIVIC EVENT PLAN

Civic Easter Egg Hunt

EVENT MAME: CIVIC EASTER EGG HUNT

2rd year of this Mayoral event held in Garth Park. Money raised is
donated to the mayor's chosen charity. Children are tasked with
finding different objects and rewarded with an Easter egg. The

event proved very popularin 2024

Document Name:

Easter Egg Hunt

Author:

Paul Canning / Marna
Galic

Date Completion:

Event Working Group Sign Off Dafe:

racoreen: 191N ApPril 2025

Appendix 3

BICESTER

TOWN COUNCIL

MAIN CONTACT(S)

Primary: Paul Canning

Paul. canning@bicester. gowv.uk
07849703170

Secondary: Mara Galic

Mana.golic@bicester gov.uk
07548 5585813

PACK INDEX

Page Z itern 1 Fey Contacts

Poge Zitern 2 Distribufion List

Page 3f4 tem 1 Licensing

Page 5féitem 1 Event Layout

Page & itern 1 Reddent Consideration
Page & itern 1 Crowd Manogement
Page & itern 2 Car Parking

Page &7 item 1 BEvent Detail

Page 8 itern 1 Event Protocal

Page 7 itern 2 Feedbock

Page 7 itern 1 Roles and Responsibilities
Page 7 itern 2 Post Event

Pages 10 item 1 Restricted — Financea
Page 10/11 itern 1 Event Sign Off

Page 12/13 itern 1 Event feedback
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All kev contacts, covenng all aspect: and needs for Contractors, Staff and Customers.

Rele / Organisation

Contact Mumber:

Primary Contoct: Office Manager Paul Canning 0754% 703170
Secondary Contact: Event Administrator | Maria Galic

Other Contact: Town Clerk Phil Evans

Invoicing and Payments: Finance Officer | Helen Pool

Meighbourhood Supervisor: Gavin Staniland

Emergency Flanning Officer Paul Mann

Safety Advisory Officer:

Event Secunty Contact:

Event First Ald Contach

All lnvested Contnbutors to the event must receive o copy of the final approved document pack for this event.

Rele [ Organisafion Name:
Primary Contoct: Office Manager Poul Canning
Invoicing and Payments: Finance Officer Helen Pool
Other Contact: Town Clerk Phil Evans

Event Waorking Group Chairman

Councilor Christopher Pruden

CDC Street Team Cfficer

Tom Duckham

Thames Valley Police [Bicester]

Cavin staniland

OCC Emergency Planning Officer Paul Mann
Fire Station (Bicester] Chris Philpott
Safety Advisory Group TBC

Event Security TBC

Event First Ald TBEC

Event Sound Support TBC

Event Contractor (Upon Bequest) rMultiple
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What is required for the event to run safely and legally.

Title of License

Descrption of License

Approved Reference Mumber:

FFL [Fublic Performance Licenss)

Fecorded music is protected by
copynght. This means that, if yvou
with to include recorded music in
a radio or TV broadcast, or in on
online service, or if vou wish to
ploy recorded music in public
[zuch as ploying it to staff or
customers at your business
premizes), legal permission is
needed from each and every
recording nghtsholder whose
recordings you use.

FFL's licences provide this
permission on behalf of the tens of
thousands of recordings
rightsholders we represent,
allowing you to use virtually all
commercially releqased recordings
in the UK. This soves yvou from
having to contact multiple
companies or individuals directly.

TBC

SAG (Safety Advisory Group)

5AGs are usually coordinated by a
Locaol Authonty (LA} and mades up
of representatives from the LA,
emergency services, other
relevant bodies and the event
organiser. They may be event or
location specific but otherwize
tend to be bosed on LA
boundaries.

SAGs provide a forum for
dizcussing and advising on public
safety ot an event. They aim to
helo organizers with the planning,
and management of an event
and to encourage cooperation
and coordination between all
relevant agencies. They are non-
statutory bodies and so do not
hove legal powers or
responsibilities and are not
empowered to approve or
prohikit events from taking place.
Event crganisers and others
involved in the running of an
event, retain the prAncipal legal
duties for ensuring public safety.

TBC

TEMS (Temporary Event Motice)

A Temporary Event Motice (TEM) is
a icense that allows smallscale,
one-off events to take ploce ot
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unlicensed premisss of to extend
the hours of an existing icense:

You need a TEM if vou want fo
carry out a "licensable activity” on
unlicensed premisss or if the
activity iz outside the scope of an
existing license. Licensable
activities includs:
«  Seling alcohaol
«  Offering reguloted
entertainment, such oz
music, dancing, olays,
films, iIndoor sports, boxing,
or wrestling
«  Supplving food above

room temperature
betwsen 11 PM and 5 AM

TBC

Crther Considerations:
[Risk Asseszments and Foad
Closures)

Documents will be available vpon
request and road closures listed.
[if applicakle]

Available vpon request and
includes food allergy precautions.
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The Event layout

Key:
BTC Gazebo . FirstAidand lost [ | stalls

=l child

—  Barrier

Display / Games area

Bicester Town Council is committed to working with its residents to deliver seamless events with as little disruption
as possible. — All identified Contacts will be nofified no later than two weeks prior to event.
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Before the event begins there can be up to 400 visitors armiving aheaod of the gotes opening. The biggest nsk is

that the Council cannot allow customers to queue along Lavnton Food as this would represent a safety
COnNCerm.

To counter this the event lead may make a decision to open the gates early and bring the custom into the paork

but only into a contained area. The event cannot open until authonzed by its main contractors (Secunty, First
Aid).

The Park will be closed and locked at all park entry points for the entire day of the event, Signs to this effect will
be placed upon all gotes 5 days prior.

Once the event has finished the maoin vehicle gates will be opened.

All 5taff and Voluntesring Car Parking will be encouraged to take place in the Yard/ Bicester Green Area.

All timings are o draft and subject to change.

Event Day
Fark to remain occesible to the public all day

08:00: Barners are set up Bicester Town Council staff [Shift one) arive on site and set up event provisions.
0%:00: Vehicle: allowed occess to the site.

10:00: Mo vehicle movement

10:30: BTC staff and volunteers team meeting.

10:50: BTC staff and volunteers to their positions.

11:00: Bvent Opens.

1.5:00 Event finizhes.

15:20: Start Clear down.

14:00: WVehicle movements permitted and escorted by staff off site.

17:00: Barmers removed.

Securnty
Mot required
First Aid

First Aid will operate from a gazebo provided by the Town Council.
Confractor to Provided two first aiders.

[t iz the responsikility of the contractor to issue and collect radios.

Lost and Found Children/ Persons

The point of contact for lost and found children/ vulnerable people will be the Frst Ald location, by Savoir Fare.
Council Officers to make announcements throughout the event if required and will have access to
loudspeakers. Signs to be put out on the day regarding lost/found people.
If an adult comes to the lost and found to report @ missing child, the following procedurs is to take place:
1. The member of staff will take a full description of the missing persons; Name, Age, Hair colour,
Clothing, Location and Time last seen.

2. A note will be made of the name and address of the person reporting the lost indirvidual
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3. The member of staff will then send a radio message to all the channels informing them of a lost child
with their descrption, and o infarm them immediately if they are approached or find the child

4, The police MUST be informed

5. If noinformation is received from thiz, then an onnouncement will be mode at the eaorliest
opportunify- Brent will have an emergency switch to stop all music and reset ighting to bnght white

&. Once the child has been locoted, they will be taken fo the lost/found child RVP to be reunited with
the parent/guardion

7. Aninformation message across each radio channel should then be made to inform that the search is
owver and the police to be updated

Found child with absent parent procedurs

1. The member of staff to whom the lost child iz faken to should take them immediately to the lostffound
child area

2. The member of staff will take a full description of the child; Name, Age, Hair colour, Clothing, Location

and Time Last seen.

The child should be asked for information regarding their parents; Name, clothing, last place seen

4. Ensure that thers are more than two people around, and to only comfort the child as is necessary and
in an appropriate manner

3. The event leader will then send a radic message o all the channels informing them of a lost child with

their descripfion, and fo inform them immediately if they are opproached by an adult looking for a child

and stating their descrption

Infarm the police of a child with no adult

7. If no information is received from this then a FPA announcement will be made at the earliest opportunity,

Event will hawve an emergency switch to stop all music and lights reset fo bright white

If found, they will be taken to their child

2. An information message across each radio channel should then be made to inform them that the
search is over, and the police ars fo be updated

Wristbonds

L

o

o

Bicester Town Council will provide wristbands to Parents/ Guardions upon request. These wrstbands con be
used to wnte a contact number in cose of emergency.

Traffic Management

All event contractors entenng the site will be registered at the main entrance gate. They will be marshalled by
BTC staff to their location on-site.

Zarth Park to remain closed to public vehicles.

Ensure that people can access the park safely, promoting the 2 crossing points near Garth Park and

considerations are being made if we need to man the crossing with Marshall's. List where the local cor parks
are and where we recommend people to park on social media.

Toilet Provision

The Contractar will provide 12 individual foilet cubicles, 2 Male Urinals and 1 Disabled cubicle. Each Toilet will
e wel sign posted. and each have its own queve structure.

Should the gqueue become unmanageakble then the disakled foilet within the porch of garth house maoy be
considered.

Waste Focilities
BExisting waoste faciliies to be used, BTC outdoor staff will be expected to iter pick throughout the day.
Block bags will be provided for the public at the front gates.

Eefreshments
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There will be refreshments available durng this event. The first refusal will be given to Garth Parks Café, once
they have establzhed what is to be sold then non-competing vendors will be approached.

Adverse Weather Facilities

The Bvent Lead will monitor the weather conditions and in Consultation with the Town Clerk make appropriate
decizsions regarding weather changes.

Standard of dress/uniform

All Bicester Town Council staff to wear assigned uniform, Volunteers to be asked fo wear smart/Cosual attire — Hi
visibility vest for all will be provided and must be wom

Eefusal of Entry or Removal from site

The Bvent senior staff in conjunction with the Secunty lead reserve the right to refuse entry or remove customers
from the event should behovior be deemed inapproprate towaords this event which is deemed family friendly.

Dn the doy ticket purchases

A QR code will be provided on the advertising banner that will be hung on the railings to the park. In the vent that this is a
sell out a red cross will be drawn across the QR code.

Mational Threat Level

The Curent Mational Threat Level i SUBSTANTIAL (meaning an attack is likely] recorded from
htto:/ fenawner mia.gov.uk/

The Bvent lead is ACT trained, and the below procedure should be followed for any Terronzm Attack.

Suspicious Hems Found
The 4 C's protocol will be vsed: CONFRM, CLEAR, COMMUNICATE, CONTROL.

CONFIRM: whether the item exhibits recognizably suspicious characteristics; iz it hiddeng s it cbvioushy
suspicioust Is the item usually found in that locafion®

CLEAR: immediate area. Do Mot touch . Move people to a safe distance and ocut of line of site of the item.
Cordon off the area.

COMMUNICATE: Don’t use radios within 1.5 meters. Inform security and the Bvent Lead. Event Lead will call
F99.

CONTROL: access to the area. Do not allow members of the public to approach the area until it is
confirmed safe. Keep eyewitnesses on hond whenever possiole.

Evacuation:

Cince a threat has been confirmed, The Event Lead will determineg whether the evacuation protocol will the
initioted:

1. Members of the public and parficipants

2. Eventz Team

3. Emergency services co-ordinafion point access

Bvacuation will be maode through the nearest available exit —with the event staff available to direct.
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ER code: will be printed and ploced around the event offenng a short feedback form for event goers to offer
feedback on how to improve — given this event will have aloohol, Officers have the nght to withdraw non-

constructive feedback.

APFPEMDIX 1 [Page 11) — Froposed feedbock Guestionnaire

Event Lead Prmary

Paul Canning

Event Lead S3econdary

Maria Galic

Owerses the event, Fublic
Interface, Monitor public
attendonce.

Event Senior Team

Phil Evans, Helen FPool
Mick Lee, Conor Patfizon

To support the insfruction from the
leads.

Event (3hift One) — 5=t up and taks
down.

Cutdoor Team

Setting up the event that includes
Gozebo, fencing installation.

CP to enzure health and safety iz
adhered to.

Event Delivery

Jodi Clarke, Marna Galic, Viktorija

Kovale, Outdoor Team Memibers.

Scanning in Customers,

Event closure (Park to be mode
ready for following moming)

ML to ensure health and safety is
adhered to.

Complaint Procedure

All complaints on the day need to be directed through to the Organizer, contactable through events@bicester. gov.uk Any
complaints which are requested to be taken further, will be passed onto the events lead. Event lead should be available
to deal with urgent complaints during event hours.

Claims and Payment

All payments from performers to be invoiced after the event or as per hire agreement. All tickets will be purchased through

a reliable ticket platform.

Fortrdghtly Promaticons "o 1kEket Sakes

Fymnl Dmts

«  PROMOTIONAL POSTERS WILL BE DRAFTED AND OFFERED TO THE EVENTS WORKING GROUP
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RED Text — FAinancial infermation to remain internal — Mo third party shall recenve this information.

Budget Income | £
Budget Spend £
Income
Header Rational Estimated Income to date

(l=sz income to date)

Ticket Sales
Inclusive of Ticket Socurce

deduction.

Vendor

Event Sponsors

Total £
Spend

Header Rational Estirnated Spend to date

(lezs spend to date)

Stage and Sound il

Toilet Hire £

First Aid i

Security £

Toweer Light Hire i

Wristbands £

Advertizing/Promaotions £

Total Z

Budget Verses Actua

Budget Loss £
Actua Gain £
Difference | Gain £

Sign off

Event Manager (Must be Signed before presented to Committes, Deadline for Committes & Two meetings

prior to event to allow for alterations.

What are you signing off.

Signature

Date

Fre-Event

Thiz event plan iz finalized and all
content within will see no further
changes with the exception of the
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finonce information that may
become subject to change.
Terms and condifions have been
issued to ALL contractors.

Committee Chairman (Must be Signed before presented to Committee, Deadline for Committes is Two
mestngs pror to event to allow for alterations.

What are you signing off. Signature Date

The Chairman signs off to soy that
the Working group hawve been fully
informed and are in agreement
that this event plan contains ALL
relevant information.

Event Manager Must be signed off no later than seven days after event

What are you signing off. Signature Date

Fost Event
This event information iz now
finalzed including the finance
- All purchaose Crder have
now been raised.

Finance Manager hMust be signed off no later than one Month after event

What are you signing off. Signature Date

Fost Event

Thiz Event Flan in terms of
Purchase orders matches Rialtas.
Al lnvoices have been raized.

+ A signed master copy must be kept with the Event Manager and available vpon request

What do you think to the lve music playing today — 1= Poor, 10 = Bxcellent.

| [ [ 2 ] 3 | 4 ] s | & [ 7 ] & | 3 [ o
What did vou of the services provided £ [i.e. Toilets, Refreshments] — 1= Poor, 10 = BExcellent.

| ] [ 2 [ =2 [ 4 | s | &« [ 7 | & | 9 [ 1o
Oid wou find the staff helpful? (i.e Council 5taff, Secunty 3taff and First aid staff) — 1= Poaor, 10 = Bxcellent.

| 1 | 2 [ a3 | 4 [ s | &« [ 7 | & [ ¢ | 10
Fleose rate the overall experience today — 1= Poar, 10 = Excellent.

| [ [ 2 ] 3 | 4 ] s | & [ 7 ] & | 3 [ o
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How can we improve®

What ospects did you ike?

What aspects do vou dislike?

Would vou join us next yvear?

YEs | NO |
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BICESTER TOWN

COUNCIL

EVEMNT PLAN

VE Day Celebrations

EVENT NAME: VE DAY CELEBRATIONS

WE Day &0t anniversary celebration to commemorate the ending

of World War 2 in Europe.

Document Mame:

WE DAY CELEBRATIONS

Author:

Paul Canning / lsobel May

Date Completion:

Event Working Group Sign Off Date:

Date of Event: Th Urquy Blllh qu 2025

Appendix 4

BICESTER

TOWN COUNCIL

MAIN CONTACT(S)

Primary: Paul Canning

Paul.canning@bicester. gowv.uk
07549703170

Secondary: babel May

lzobel May@hbicester.gowv.uk
07925 148712

FPACK INDEX

Page Z itern 1 Fey Contacts

Poge Zitern2  Distribufion List

Page 3{4 tem 1 Licensing

Page Sitermn 1 Ewent Laycut

Page & itern 1 Reddent Corsideration
Page 7 itern 1 Crowd Manogerent
Page 7 itern 2 Car Parking

Page 8 itern 1 Event Detail

Page Bitern 1 Event Protocal

Poage Fitern2  Feedback

Page #/10iem 1 Roles and Responsibilifies
Poage 10item 2  Post Event

Page 10item 2 Communicafion Timeline
Page 10/11 itern 1 Resfricted — Finonce
Page 11/12itern 1 Bvent Sign Off
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All kev contacts. covering all aspects and needs for Confractors, Staff and Cusfomers.

Role / Organisafion Mame: Contact Mumber:
Primary Contoct: Office Manager Paul Canning 07849 703170
Secondary Contact: Event Administrator | Isobel May

Other Contoct: Town Clerk Phil Evans

Invoicing and Payments: Finance Officer | Helen Pool

Meighborhood Supsrvisor Gavin Staniland

Emergency Planning Officer: Paul Mann

Safety Advizory Officern: TBC

Event Securty Contact: TEC

Event First Ald Contact: TBC

All Invested Contnbutors to the event must receive a copy of the final approved document pack for this event.

Role / Organisation Marme:
Primary Contact: Office Manager Paul Canning
Involcing and Payments: Finance Officer Helen Pool
Other Contact: Town Clerk Phil Evans

Event Working Group Chairman

Councilor Christopher Pruden

CDC Street Team Officer

Tom Duckhaom

Thames Valley Police [Bicestar]

Zavin Staniland

2CC Emergency Flanning Officer

Paul Mann

Fire Station (Bicester)

Chris Philpott

Safety Advisory Group

TBC

Event Secunty

TBC

Event First Aid TBC
Event Sound Support TBC
Event Contractor [Upon Beguest) Multiple
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What is required for the event to run safely and legally.

Title of License

Descrption of License

Approved Reference Mumber:

PFL [Fublic Performance Licenss)

Fecorded music iz profected by
copynght. This means that, if yvou
wizh to include recorded music in
a radio or TV broadcast, or in an
online service, or if yvou wish fo
ploy recorded music in puklic
[such s ployving it to staff or
customers at your business
premises), legal permission is
needed from each and every
recording rightsholder whose
recordings you use.

FFL's licences provide this
permission on behalf of the tens of
thousands of recordings
nahtsholders we represent,
allowing you to use virtually all
commercially released recordings
in the UK. This soves you from
having to contact multiple
companies of individuals directly.

TeC

5AG (Safety Advisory Group)

S5AGE are usually coordinated by a
Local Authorty [LA) and made up
of representatives from the LA,
emergency senices, other
relevant bodiss ond the event
organiser. They may be event or
location specific but othenavize
tend to be bosed on LA
boundares.

SACGs provide a forum for
dizcussing and advising on pukblic
safety ot an event. They aim to
help orgonisers with the planning
and management of an event
and to encourage cooperation
and coordination between all
relevant agencies. They are non-
statutory bodiss and so do nat
hove legal powers or
responsibilities and are not
empowsered to approve or
prohibit events from taking ploce.
Event crganisers and others
involved in the running of an event
retain the principal legal duties for
ensuring puklic safety.

TBC
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TEMS (Temporary Event Motice)

A Temporary Bvent Motice (TEM] is
a icenze that allows smalkscals,
one-off events to take place at
unlicensed premizes or to extend
the hours of an existing icense:

You need a TEM if vou want fo
carry out o "lcensable actvity” on
unlicensed premizes or if the
activity iz cutside the scope of an
existing license. Licensable
activities includs:
+« 3Seling alcohol
s Offering reguloted
entertainment, such as
music, dancing, plays,
films, iIndoor sports, boxing,
or wrestling
«  Supplving food aobowve
room temperature
between 11 PM and 5 AWM

TBC

Cther Considerations:
[Risk Asseszments and Food
Closures)

Documents will be availoble upon
request and road closures listed.
[if applicakle]

Available on request and includes
handling torch and fire lights.
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The Event layout
Key:

Light military vehicles Lomps of peace Bands and miifitary wives’ choir First Aid Food vendors

D Toilets
First aid

-

~
Arth

Garth Park

Bicester Town Council is committed to working with its residents to deliver seamless events with as little disruption
as possible. — All identified Contacts will be notified no later than two weeks prior to the event.
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BICESTER TOWN COUNCIL

Dear neghbour,

VE Day 80th Celebrations — Thursday 8th of May 2025.

We would like to make you aware of the arrangements and timangs for this year's
80TH VE Day celebaation event in Garth Park

Music will be played in the Garth Park Bandstand from 7 pm until 10 pm.
We do not anticipate the music to be loud as it will be mainly choir and
brass band, but we would like to keep you informed,

The event is free to the public, please join us

Regards,
Bicester Town Council

The Park will be cpen as normal from 07:30 but will close later at 22:00 due to the lamp light and beacon switch
on.

All Staff and Volunteering Car Parking will be encouraged to take place in the Yard/ Bicester Green Area.

The public car park will be closed for the use of military vehicles.
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All timings are a draft and subject to change.

2rne Day Before BEvent:
Toilet Arrival.

Bwvent Day

07-00: Park is decorated [bunting. flags, and military memorabilic.

0730 Military vehicles on site

0%:00 Flog Raoizing ceremony [military, invited guest: and open to the public)

11:00 School invited on site to talk to Armoy, look ot vehicles and displays. Drop off VE day pictures and
painfings,.,,

12:00: Fizh and Chips availakle from the café until 21:00

1700 Major judges best VE day picture from Local Schools

18:30: Bells rang out at 5t Edberg's Church in celebration of peace.

17:00: Music in the bandstand (militany wives guire and brass band tha)

21:00: VE Day proclamation [to be read by the mayor].

21:05: Reverend Peter

21:10: Music continues in the Band 3tand.

21:30: Lighting of a beacon in the park with members of the public allowed to place tealights around
the pond edge to celebrate lomp ights of peace.

22:15: Bvent closes
23:00: Park closure
Securty

Secunty to be awars of alcohol consumption by the public and react accordingly to viclence and antisocial
behavior.

Secunty will operate on a separate radio station; However, the Event Lead and the Jecunty Lead will have
access to both radio stations at all fimes.

It iz the responsikility of the contractor to ssue and collect radios.
First Aid

First Aid will operate from a gozebo provided by the Town Council.
Confractor to Provided two first aiders.

It iz the responsibility of the contractor to issue and collect radios.

Lost and Found Children/ Persons

The point of contact for lost and found children/ vulnerable people will kbe the First Aid locaotion, by Sovoir Fare.
Council Officers to make announcements throughout the event if required and will have access to
loudspeakers. Signs to be put out on the daoy regarding lost/found people.
If an adult comes to the lost and found to report a missing child, the following procedurs is to foke ploce:
1. The member of staff will take a full description of the missing persons; Name, Age, Hair colour,
Clothing, Location and Time last seen.
2. Anote will be made of the name and address of the person reporting the lost individual
3. The member of staff will then send o radic mesage to all the channels informing them of o lost child
with their descnption, and to infarm them immediatebly if they are approached or find the child
4, The police MUST be informed
5. If no information is received from this, then an announcement will be made at the earliest
opportunity- Bvent will have an emergency switch to stop all music and reset ighting to bright white
&, Once the child has been located, they will be taken to the lost/found child RVF to be reunited with
the parent/guardian
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7. Aninformation message across eoch radio channel should then be made to inform that the search is
over and the police to be updated

Found child with absent porent orocedurs

1. The member of staff to whom the lost child is faken to should take them immediately to the lost/ffound
child area

2. The member of staff will take a full description of the child; Name, Age, Hair colour, Clothing, Location
and Time Last seen.

3. The child should be asked for information regarding their parents; Name, clothing, last place seen

4. Ensure that there are more than two people around, and to only comfort the child as is necessary and
in an appropriate manner

5. The event lzader will then send a radio message to all the channels informing them of a lost child with

their description, and to inform them immediately if they are approoched by an adult looking for a child

and stating their descrption

Inform the police of a child with no adult

7. If no information is received from this then o PA announcement will be made at the earliest opportunity,

Event will have an emergency switch to stop all music and lights reset to baght white

If found, they will be taken to their child

% An information message across each radio channel should then be made to inform them that the
search is over, aond the police are to be updated

o~

o

Wristbonds

Bicester Town Council will provide wristbands to Parents/ Guardions upon request. Thess wristbands can be
used to write a contact number in cose of emergency.

Traffic Maonogement

All event contractors enterng the site will be registered ot the main entrance gate. They will be marshalled by
BTC staff to their locotion on-site.

Garth Park to remain closed to public vehicles.

Ensure that people can access the park safely, promoting the 2 crossing points near Garth Park and
considerations are being made if we need to man the crossing with Marshall's. List where the local cor parks
are and where we recommend people to park on social media.

Toilet Provision

The Contractor will provide 12 individual toilet cubicles, 2 Male Urinals and 1 Disabled cubicle. Each Toilet will

ke well sign posted, and each have its own queve structure.

Should the gueue becomes unmanageakls then the disabled toilet within the porch of garth house moy be
conzsidered.

Waste Facilities
Existing waste facilifies to be vsed, BTC outdoor staff will be expected to litter pick throughout the day.
Block bags will be provided for the public at the front gates.

Eefreshments

There will be refreshments available dunng this event. The first refusal will be given to Gorth Parks Café, once
they hawve established what is to be sold then non-competing vendors will be approached.

Adverse Weather Facilities
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The Event Lead will monitor the weather conditions and in Consultation with the Town Clerk make appropriate
decisions regarding weather changes.

Standord of dressf/uniform

All Bicester Town Council staff to wear assigned uniform, Volunteers to be asked to wear smart/Casual attire — Hi
visibility wvest for all will be provided and must be wom

Eefusal of Entry or Remowval from site

The Bvent senior staff in conjunction with the Securty lead reserve the right to refuse entry or remove customers
from the event should behavior be deemed inapproprate towards this event which iz deemed family friendhy.

Dn the day ticket purchoses

A QR code will be provided on the advertising banner that will be hung on the railings to the park. In the vent that this is a
sell out a red cross will be drawn across the QR code.

Mational Threat Level

The Current Mational Threat Level is SUBSTANTIAL (meaning an attack is likely] recorded from
htto:/ fwww mid.gov.uk/

The Bvent lead iz ACT trained, and the below procedure should be followed for any Terronzm Attack.

Suspiciows Hems Found
The 4 Z's protocol will be used: CONFIRM, CLEAR, COMMUNICATE, CONTROL.

CONFIRM: whether the item exhibits recognizably suspicicus choracteristics; iz it hidden? |z it obvioushy
suspicioust s the item vsually found in thot location®

CLEAR: immediote area. Do Mot touch it. Move people to a sofe distonce and out of ine of site of the item.
Cordon off the area.

I,
CONTROL: access to the area. Do not allow members of the public o opprooch the area until it is
confirmed safe. Keep eyvewitnesses on hand whenever possible.

Evacuation:

Cnce a threat has been confirmed, The Event Lead will determine whether the evacuation protocol will the
initiated:

1. Members of the public and porficipants

2. BEvents Team

3. Emergency zervices co-ordination point access

Evacuation will be made through the nearest availakle exit —with the event staff available to direct, |

&R codes will be printed and ploced arcund the event offering a short feedback form for event goers fo offer
feedback on how to improve

Event Lead Primary Paul Canning Owerses the event, Public
Bvent Lead Secondary lzobel May Interface, Monitor public
attendance.
Bvent Senior Team Fhil Evans, Helen Poaol To support the instruction from the
Mick Lee, Conor Patfison. leads.
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10

Event-3stup

Cutdaoor Team

Toilet location, Gozrsbo. crowd/
herns fencing installation.

Event running and cloze

Jodi Clarke, Mara Galic, Viktorija

Fovale,
Outdoor Team Members x 3

Scanning in Customers,

Bvent closure (Park to be maode
ready for following moming)

ML to ensure health and safety is
adhered fo.

Complaint Procedure

All complaints on the day need to be directed through to the Organizer, contactable through evenisi@bicester.gov.uk Any
complaints which are requesied fo be taken further, will be passed onto the events lead. Event lead should be available
to deal with urgent complaints during event hours.

Event Working

Group Approval
[LAM to MAY)

) Days Prior

Fortnightly Promotions

promotid on faceboak

14 Days Prior
Impacted Resident
Letter isswad

or Ticket Sales

Event Date
A0 Days Prior
Facebook Post to ba
zad and boosted,
with local group

« PROMOTIOMAL POSTERS WILL BE DRAFTED AMD QFFERED TO THE EVENTS WORKING GROUP

RED Text — Anancial information to remain internal — Mo third party shall receive this information.

Budget Income | £
Budget 3pend £
Income
Header Rational Estimmated Income to date

(less iIncome to date)

Event Sponsort

Total
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Spend

Header Rational Estimated Spend to date
(lezs spend to date)

Toilet Hire £
First Aid I
Securty £
Advertising/Promaotions £

Total

Budget Werses Actua

Budget
Actuao
Difference

Sign off

Event Manager [Must be Signed before presented to Committes, Deadline for Committee s Two meetings
prior to event to allow for alteration)s.

What are you signing off. Signature Date
Fre-Event

This event plan iz finalized and all
content within will see no further
changes with the exception of the
finance information that may
become subject to change.

Terms and conditions have been
issued to ALL contractors.

Committee Chairman [Must be Signed before presented to Committee, Deadline for Committes is Two
meetings pricr to event to allow for alteration.

What are you signing off. Signature Date
The Chairman signs off to soy that
the Working group have been fully
informed and are in agresment
that this event plan contains ALL
relevant information.

Event Manager Must be signed off no later than seven days after event

What are you signing off. Signature Date
Post Bvent
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Thiz event information is now
finalized including the finance
- Al purchase Order have
now been roised.

Finance Manager Must be signed off no later than one Month after event

What are you signing off. Signature Date

Fost Event

This Bwent Plan in terms of
Furchase orders matches Rialtas.
All lnvoices have been raized.

* A signed master copy must be kept with the Event Manager and available vpon request
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BICESTER TOWN

COUNCIL

EVENT PLAN

Armed Forces Day

EVENT MNAME: ARMED FORCES DAY

Armed Forces Day in the United Kingdom is an annuwal event
celebrated in late June to commemorate the service of men and

wornen in the British Arrned Forces.

Document Mame:

Armned Forces Day

Author:

Paul Canning [/ lsobel May

Date Completion:

Ewvent Working Group Sign Off Dafe:

Date of Event:

28th June 2025

Appendix 5

TOWN COUNCIL

MAIN CONTACT(S)

Primary: Paul Canning

Paul.canning@bicester.gov.uk

07849703170

Secondary: lsabel May
lzabel Moy@bicester. gowv.uk

07925 1458712

PACK INDEX

Poge Zitern 1 Fey Contacts

Page Zitern2  Dishibufion List

Page 3/4 e 1 Licensing

Page &itern 1 Ewvent Layout

Page &itermn 1 Resdent Consideration
Page 7 itern 1 Crowed Manogerent
Page 7 itemn 2 Car Parking

Page 87 item 1  Bvent Detail

Page 10item 1 Ewenf Protocol

Page 10item 2 Feedbock

Page 11 item 1 Roles aond Responsikilifies
Page 11item2  Post Event

Pags 11item 3  Timeline

Page 12 item 1 Restricted — Finonce
Page 13item 1 BEwent Sign Off
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All ke contacts, covenng all aspects and needs for Confractors, Staff and Cusfomers.

Rele / Organisaficn Name: Contact Number:
Primary Contoct: Office Manager Paul Canning

secondary Contact: Event Administrator | lsobsel May

Other Contact: Town Clerk Phil Evans

Invoicing and Payments: Finance Officer | Helen Poaol

Meighbourhood Supsrvisor: Gavin Staniland

Emergency Planning Officer: Paul Mann

Safety Advisory Officer: TBC

Event Securty Contact: TEC

Event First Ald Contacth: TBC

All lnvested Contnbutors to the event must receive a copy of the final approved document pack for this event.

Rele / Organisaficn Mame:
Primary Contoct: Office Manager Paul Canning
Invoicing and Payments: Finance Officer Helen Pool
Other Contact: Town Clerk Phil Evans

Event Working Group Chairman

Councilor Christopher Pruden

CDC Street Team Officer

Tom Duckham

Tharnes Valley Police [Bicester]

Cavin Staniland

OCC Emergency Planning Officer Paul Mann
Fire Station (Bicester] Chris Philpott
Safety Advisory Group TBC

Event Security TBC

Event First Aid TBC

Event Sound Support TBC

Event Contractor [Upon Bequest) Multiple
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What is required for the event to run safely and legally.

Title of License

Descrption of License

Approved Reference Mumber:

FFL [Fublic Performance License)

Recorded music is profected by
copyrght. This means that, if vou
wish to include recorded music in
a radio or TV broadcast, or in an
online service, or if you wish fo
play recorded music in puklic
[zuch as ployving it to staff or
customers at vour business
premises), legal permission is
needed from each and every
recording nghisholder whoss
recordings you use.

PFL's icences provide this
permission on behalf of the tens of
thousands of recordings
nghtsholders we represent,
allowing vou to use virtually all
commercially releczed recordings
in the UK. This soves yvou from
hoving to contact multiple
companies of individuals directly.

TBC

SAG (Safety Advisory Group)

5AG: aore vsually coordinated by a
Local Authonty (LA} and mades up
of representatives from the LA,
emergency senices, other
relevant bodies and the event
organizer. They may be event or
location specific but otherwize
tend to be based on LA
oundarnss.

5AGE provide a forum for
dizcussing and advising on pubhc
safety at an event. They aim to
help argonisers with the planning,
and managemsnt of an event
and fo encourage cooperation
and coordination between all
relevant agencies. They are non-
statutory bodies and so do not
hove legal powers or
responsibilities and are not
empowsered to approve or
prohikbit events from taking ploce.
Event organisers and others
involved in the running of an
event, retain the principal legal
duties for ensuring public safety.

TBC
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TEMS (Temporary Event Motice)

A Temporary Event Motice (TEM] iz
a licenze that allows smallscals,
one-off events to take place at
unlicensed premises or to extend
the hours of an existing lcense:

You need a TEM if vou want fo
carry out o "licensable activity” on
unlicensed premises or if the
activity iz cutside the scope of an
existing llcense. Licensable
activities includs:
+  Seling alcohol
s«  Oifering reguloted
entertainment, such oz
music, dancing, ploys,
films, indoor sports, boxing,
or wrestling
«  Supplving food above
room temperature
between 11 PM and 3 AM

TBC

Cither Considerations:
[Risk Assessments and Food
Closures)

Documents will be availoble vpon
request and road closures listed.
[if applicakle)

Available vpon request.
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The Event layout Pingle Field
Key:

[ Military Vehicles

D Obstacle Course

O] FunFair

[l Oisplay Arena
] Vendors

@ B1C LostChild

. BTC gazebos

First Aid
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Bicester Town Council is committed to working with its residents to deliver seamless events with as little disruption
as possible. — All identified Contacts will be notified no later than two weeks prior to event.

Pingle Feld remains open to the public for the whole event, vehicles will be escorted on site by securnty and
BTC staff. There will be no vehicle movements permitted after 10:30am.

All Staff and Velunteering Car Parking will be encouraged to take place in the Yard/ Bicester Green Area.
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All timings are a draft ond subject to change.

One Day Before Bvent:
Toilet Arrive on ste

Bvent Day

07-30 Bicester Town Council staff arve on site and st up event provisions.
0800 Military and fun fair arive and set up.

08:30: Pavilion is set up for staff and entertainmment changing rooms.
0%:00: 5tall holders and vendors permitted on site.

0%:30: Outdoor team set up bamiers for the protection of activities
10:00: First aid s=t up.

10:15: Mo further vehicle movements permitted on site.

10:30: Securty amves on site.

11:00: Bvent opens to the public.

14:00: Bvent closes to the public

14:15: Vendors escorfed out of event

Secunty

Confractor to provide & members of staff. Secunty to be oware of alcohol consumption by the public and
recct accordingly to viclence and antisocial behavior.

Secunty will operate on a separate radic station; However, the Event Lead and the Secunty Lead will abways
hove access to both radio stations.

It is the responsibility of the confractar to Bsue and collect radios.

First Aid

First Ald will operate from o gazebo provided by the Town Council.
Confractor to Provided two first aiders.

It iz the responsikility of the contractor to Bsue and collect radios.

Lost and Found Children/ Persons

The point of contact for lost and found children/ vulnerable people will be the Frst Ald location, by Savoir Fare.
Council Officers to make announcements throughout the event if required and will have access to
loudspeakers. Signs to be put out on the day regarding lost/found people.
If an adult comes to the lost and found to report a missing child, the following procedure is to take place:
1. The member of staff will take a full description of the missing persons; Name, Age, Hair colour,
Clothing, Location and Time last seen.
2. Anote will be made of the name and address of the person reporting the lost indiridual
3. The member of staff will then send a radio message to all the channels informing them of a lost child
with their descrption, and to inform them immediately if they are approoched or find the child
4, The police MUST be informed
5. If no information is received from this, then an announcement will be mode at the eorliest
opportunity- Bvent will have an emergency switch to stop all music and reset ighting to baght white
&. Once the child has been located, they will be taken to the lost/found child RVYF to be reunited with
the parent/guardian
7. Aninformation message across each radio channel should then be made to inform that the search is
over and the police to be updated
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Found child with absent parent procedure

1. The member of staff to whom the lost child iz taken to should taks them immediately to the lost/found
child crea

2. The member of staff will take a full description of the child; Mame, Age, Hair colour, Clothing, Location

and Time Last seen.

The child should be asked for information regarding their parents; Mame, clothing, last place seen

4. Ensure that there are maore than two people around, and to onby comfort the child as is necessary and
in an appropriate manner

5. The event leader will then send a radio message to all the channels informing them of a lost child with
their descripfion, and fo inform them immediately if they are opprooched by an adult looking for a child
and stating their description

&, Inform the police of a child with no adult

7. [ no information is received from this then a PA announcement will be made at the earliest opportunity,
Event will have an emergency switch to stop all music and lights reset to baght white

8. [If found, they will be taken to their child

. An information message across each radio channel should then be made to inform them that the
szarch is over, and the police are to be updaoted

£

Wristbonds

Bicester Town Council will provide wristbands to Parents/ Guardions upon request. These whstbands can be
ve=d to wiite o contact number in cose of emergency.

Traffic Maonooement

All event contractors entenng the site will be registered at the main entrance gate. They will be marshalled by
BTC staff to their location on-site.

Garth Park fo remain closed to public vehicles.

Ensure that people can access the park sofely, promoting the 2 crossing points near Garth Park and
considerations are being made if we need to man the crossing with Marshall's. List where the local cor parks
are and where we recommend people to park on social media.

Toilet Prowvision

The Contractar will provide 4 indiridual toilet cubicles. Bach Toilet will be well sign posted, and sach have its
own gueue structure.

Waste Facilities

Existing waste facilifies to be used, BTC outdoor staff will be expected to litter pick throughout the day.
Block bags will be provided along with 4 wheelie bins supplied by CDC.

Refreshments

Yendors will provide refreshments available durng this event.

Adverse Weather Facilifies

The Bvent Lead will monitor the weather conditions and in Consulfation with the Town Clerk make appropriate
decisions regarding weather changes.

Standaord of dress/uniform
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All Bicester Town Council stoff to wear assigned uniform, Yolunteer to be asked to wear smaort/Casual attire — Hi
wvisibility vest for all will be provided and must be worn

Refusal of Entry or Remowval from site

The Bvent senior staff in conjunctlion with the Securty lead reserve the right to refuse entry or remove customers
from the event should behavior be deemed inappropriate towards this event which is deemed family frendly.

Mational Threat Level

The Current Mational Threat Level is SUBSTANTIAL (meaning an attack iz ikely] recorded from
hittp:f fenesw mia.gov.uk/

The Bvent lead iz ACT trained, and the below procedure should be followed for any Terrorzm Attack.

Suspiciouws tems Found
The 4 C's protocol will be used: CONFIRM, CLEAR, COMMUNICATE, CONTROL.

CONFIRM: whether the item exhibits recognizably suspicious charoctenstics; is it hidden |s it obviously
suspicioust s the item wsually found in that locafion®

CLEAR: immediate area. Do Mot touch it. Move people to a safe distance and out of ine of site of the item.
Cordon off the area.

COMMUNICATE: Don't use radios within 13 meters. Inform securty and the Event Lead. Event Lead will call
F99.

CONTROL: access to the area. Do not allow memibers of the public to opproach the area until it is

confirmead safe. Keep eyvewitnesses on hand whenever possible.

Evacuation:

Cnce a threat has been confirmed, The Event Lead will determine whether the evacuation protocol will the
initioted:

1. Membkers of the pubklic and porficipants

2. BEvents Team

3. Emergency services co-ordinofion point access

Evacuation will be made through the nearest availlable exit —with the event staff available to direct.

GR codes will be printed and ploced around the event offering a short feedback form for event goers o offer
feedback on how to improve — given this event will have alcohol, Officers have the aght to withdrow non-
constructive feedback.

APPEMDIX 1 [Page 13) — Froposed feedbock Guestionnaire

Event Lead Primary

Paul Canning

Bvent Lead Secondary

lzobel May

Owerses the event, Public
Interface, Monitor public
attendance.

Event Senior Team

Fhil Bvans, Helen Poaol
Mick Lee Conor Pattison

To support the instruction from the
leods.

Bvent [(3hift One) - Set up

Qutdoor Team Members x 4
Mick Lee to Confirm

Setting up the event that includes
Toilet location, wheelis bing,
gazebos and dizplay area.

Event (Shift twa) — Take down

Cutdoor Team Members x 4
Mick Lee to Confirm

Take down
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Complaint Procedure

All complaints on the day need to be directed through to the Organizer, contactable through eventsi@bicester gov.uk Any
complaints which are requestied to be taken further, will be passed onto the events lead. Event lead should be available
to deal with urgent complaints during event hours.

Event Working
Group Approval
(1AM 1o MAY]

Fortnightly Promaot

praomaled on facebaok

14 Days Prior
Im| ed Resident
Letter issuwed

or Ticket Sales

Event Date
A0 Days Priar
Facebook Post to ba
ralsad and boosted,
shared with local groug

chals

*  PROMOTIOMAL POSTERS WILL BE DRAFTED AMD OFFERED TO THE EVERNTE WORKING GROUF

RED Text — Anancial information to remain internal — Mo third party shall receive this information.

B

Budget Income

B

Budget Spend

Income

Heoder

Rational

Estimnated
(less income to date)

Income to date

Ticket Sales
Inclusive of Ticket Source
deduction.

YVendor

Bvent Sponsort

TEC

TEC

TBC

Total
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Spend

Heoder Rational Estimated Spend to date
(less spend to date)

Stage ond Sound iz

Toilet Hire £z

First Aid it

Securty iz

Tower Light Hire iz

Wristbbands iz

Advertising/Promaotions iz

Total S

Budget Verses Actugl

Budget Loss £
Actuao Zain £
Difference | Gain £

Sign off

Event Manager [Must be Signed before presented to Committee, Deadline for Committes is Two mestings
pror to event to allow for alterations).

What are you signing off. Signature Date
Fre-Event

Thiz event plan iz finalized and all
content within will s2e no further
changes with the exception of the
finance information that may
become subject to change.
Terms and condifions have been
issued to ALL contractors.

Committee Chairman (Must be Signed before presented to Committee, Deadline for Committes is Two
meetings prior to event to allow for alterations).

What are you signing off. Signature Date
The Chaoirman signs off o say that
the Waorking group have been fully
infermed and are in agreement
that this event plan contains ALL
relevant information.

Event Manager Must be signed off no later than seven days after event
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What are you signing off. Signature Date

Fost Bvent
This event information iz now
finalzed including the finance
- Al purchase Order have
now been raised.

Finance Manager Must be signed off ne later than one Month after event

What are you signing off. Signature Date

Fost Bvent

This Bvent Flan in terms of
Furchaose orders matches Rialtas.
All Invoices have been raised.

+ A signed master copy must be kept with the Event Manager and available upon request
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Appendix |

What do vou think to the ve music playing today? — 1= Poor, 10 = Excellent.

L+ [ 2 [ s | « | s [ & [ 7 [ &8 | 9 | 10 |

What did yvou of the services provided 2 (i.e. Toilets, Refreshments) — 1= Poor, 10 = Excellent.

L+ [ 2 [ s [ « [ 5 [ & [ 7 |

Ca
=
o

Did you find the staff helpful? {i.e Council 5taff, Securnty Staff and First aid staff) — 1= Poor, 10 = Excellent.

L+ [ 2 [ s [ « | s [ ¢ [ 7 | &8 | ¢ [ 10 |

Flease rate the overall experience today — 1= Foor, 10 = Excellent.

L+ [ 2 [ s [ « | s [ ¢ [ 7 | &8 | ¢ [ 10 |

How can we improve®

What aspects did vou ke

What ospects do vou dislikes

Would you join us next yvear?

[ ves | wo |
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BICESTER TOWN
COUNCIL

EVENT PLAN

Family Fun DAy (eddy bears

picnic)

EVENT NAME: FAMILY FUN DAY (TEDDY BEARS
FICNIC)

Bicester Town Council often hosts such events, featuring a vansty
of actiities ke lve music, games, forbing, dance, theatre, and
more, for 2025 we will be hosting a Teddy Bears picnic within
Garth Park.

Document Mame: Family Fun Day

Author: Faul Canning / lsokbel May

Date Completion:

Event Working Group Sign Off Date:

Date of Event:

6™ August 2025

Appendix 6

.".
S o
\&‘?5?*;,',- fus ﬁ,ﬁ}

BICESTER

TOWN COUNCIL

MAIN CONTACT(S)

Pamary: Paul Canning

Paul.canning@bicester. gowv.uk

07849703170

Secondary: lsabel May
lsabel May@bicester. gov.uk

07925 148712

PACK INDEX

Poge 2 itern 1 Key Contacts

Page Zitern 2 Diistribufion List

Poge 3/4 ke 1 Licensing

Poge Sitern 1 Event Layout

Page &itern 1 Resdent Corsideration
Page 7 itern 1 Crowd Manogenent
Page 7 itern 2 Car Parking

Page 87 item 1 Bvent Detail

Page 10item 1 Event Protocol

Page 10item 2 Feedbock

Page 11 item 1 Roles and Responsioilifies
Page 11item2  Post Bvent

Poge 11 item 3  Timeline

Pags 12 item 1 Restricted — Finonce
Page 13item 1 Event Sign Off
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All key contacts, covenng all aspect: and needs for Contractors, Staff and Cusfc:mers.ln"

Rele / Organizsation Name: Contact Mumber:
Primary Contact: Office Manager Paul Canning

Secondary Contact: Event Administrator | lsobel May

Other Contact: Town Clerk Phil Evans

Invoicing and Payments: Finance Officer | Helen Pool

Meighbourhood Supervisor: Gavin Staniland

Emergency Planning Officern: Paul Mann

Safety Advisory Officer: TBC

Event securty Contact: TEC

Event First Ald Contact: TBC

Al lnvested Contnbutors to the event must receive a copy of the final approved document pack for this event.

Rele / Organizsation Name:
Primary Contact: Office Manager Paul Canning
Invoicing and Payments: Finance Officer Helen Pool
Other Contact: Town Clerk Phil Evans

Event Working Group Chairman

Councilor Christopher Pruden

CDC Street Team Cfficer

Tom Duckhom

Tharnes Valley Police [Bicester

Zavin staniland

2CC Emergency Planning Officer Paul Mann
Fire Station [Bicester] Chris Philpott
Safety Advisory Group TBC

Event Security TBC

Event First Aid TBC

Event Sound Support TBC

Event Contractor [Upon Reguest) Multiple
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What is required for the event to run safely and legally.

Title of License

Diescnption of License

Approved Feference Number:

FFL [Fublic Performance License)

Fecorded music s protected by
copyrght. This means that, if vou
with to include recorded music in
a radio or TV broadcast, orin an
online service, or if yvou wish fa
ploy recorded music in public
[zuch as ploying it to staff or
customers at vour business
premises), legal permission is
needed from each and every
recording nghtsholder whose
recordings you use.

FFL's icences provide this
permizsion on behalf of the tens of
thousands of recordings
rightsholders we represent,
allowing vou to use virtually all
commercially released recordings
in the UK. This soves yvou from
having to contact multiple
companies of individuals directhy.

TBC

SAG (Safety Advisory Group)

5AGs are usually coordinated by a
Locaol Authonty (LA} and mads up
of representatives from the LA,
emergency senvices, other
relevant bodies and the event
organiser. They may be event or
location specific but othenaise
tend to be bosed on LA
boundariss.

SAGE provide a forum for
dizcussing and adwvising on public
safety at an event. They aim to
help organizers with the planning.
and maonagement of an event
and to encourage cooperation
and coordination between all
relevant agencies. They are non-
statutory bodies and so do not
hove legal powers or
responsibilities and are not
empowserad to approve or
prohikbit events from taking place.
Bvent orgaonisers and others
involved in the running of an
event, retain the principal legal
duties for ensuring public safety.

TBC
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TEMS (Temporary Event Motice)

A Temporary Event Motice (TEM] is
a licenze that allows smallzcals,
one-off events to take place at
unlicensed premizes or to extend
the hours of aon exsting icense:

You need a TEM if vou want fo
carry out o "icensable activity” on
unlicensed premizes or if the
activity iz ocutside the scope of an
existing lcense. Licensable
activities include:
«  Seling alcohaol
s«  Offering reguloted
entertainment, such oz
music, dancing, plays,
filrns, indoor sports, boxing,
or wrestling
«  Supplying food above
room temperature
betwsen 11 PM and 5 AM

TBC

Cither Considerations:
[Risk Assessments and Food
Closures)

Documents will be available vpon
request and road closures listed.
[if applicakle]

TBC
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The Event layout
Key:

Vendors Bl Toilets

Event Area

'»
4 @ Garth Park Playgrout
.
g »

o (3arth Park ’ 4
> ¥ | yith forma

8|ceste_r TOWT:‘I Cdl‘-’xCﬂ o ¢ S play areas

3
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Mot Applicable

This event is free to the public but numbers attending will be monitored to ensure public sofety.

All 5taff and Veluntesrnng Car Parking will be encouraged to take ploce in the Yard/ Bicester Green Area.

All fimnings are a droft and subject to change.

Dne Doy Before Event:
Toilet Arrval.

Bvent Day

10:00: Secunty and first aid armve.

10:30: Vehicle movemsant STOP.

11:00: Bvent opens to the public

14:00: Event Closure, park clearance vehicle movement allowed when public ars clear.

14:1.5: First Ald leave site.
18:30: Secunty leave site

Securty
Confractor to provide 4 members of staff. Securnty fo be oware of any viclence and antisocial behavior.

Secunty will operate on a separate radio station; However, the Event Lead and the Secunty Lead will have
access to both radio stations at all fimes.

It is the responsibility of the contractor to Bsue and collect radios.
First Aid

First Aid will operate from a gazebo provided by the Town Council.
Contractor to Provided two first aiders.

It 15 the responsibility of the contractor to ssue and collect radios.

Lost and Found Children/ Persons

The point of contact for lost and found children/ vulnerable people will be the First Aid location, by Sovoir Fare.
Council Officers to make announcements throughout the event if required and will have access to
loudspeakers. Signs to be put out on the doy regarding lost/found people.

If an adult comes to the lost and found to report a missing child, the following procedure is to take place:
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1. The member of staff will take a full description of the missing persons; Name, Age, Hair colour,
Clothing, Location and Time last seen.

2. Anote will be made of the name and address of the person reporting the lost indridual

3. The member of staff will then send a radic message to all the channels informing them of a lost child
with their descrption, and to inform them immediately if they are approached or find the child

4, The police MUST be informned

5. If no information is recened from this, then an announcement will be mode at the earliest
opportunity- BEvent will have an emergency switch to stop all music and reset ighting to baght white

&. Once the child has been locoted, they will be taken to the lost/found child BVF to be reunited with
the parent/guardian

7. Aninformation message across each rodio channel should then be made to inform that the search is
over and the police to be updated

Found child with absent parent procedure

1. The member of staff to whom the lost child is faken to should take them immediately to the lost/ffound
child area

2. The member of staff will takes a full description of the child; Name, Age, Hair colour, Clothing. Location

and Time Last seen.

The child should be asked for information regarding their parents; Mame, clothing, last place seen

4. Ensure that there are more than two people around, and to onby comfort the child as iz necessary and
in an appropriate manner

3. The event leader will then send a radic mesages to all the channels informing them of a lost child with
their description, and to inform them immediately if they are approoched by an adult locking for a child
and stating their description

& Inform the police of a child with no adult

7. If no information iz received from this then a PA announcement will be made at the earliest opportunity,

Event will have an emergency switch to stop all music and lghts reset to baght white

If found, they will be taken to their child

F. An information message across each radio channel should then be made to inform them that the
s=arch is over, and the police ars to be updated

Wristbonds

L

o

Bicester Town Council will provide wristbonds to Parents/ Guardions upon request. These wnstbands can be
used to whte a contact number in cose of emergency.

Traffic Manogement

All event contractors entenng the site will be registered at the main entrance gate. They will be marshalled by
BTC staff to their location on-site.

Garth Park to remain closed to public vehicles.

Ensure that people can access the park sofely, promoting the 2 crossing points near Garth Park and
considerations are being made if we need to man the crossing with Marshall's. List where the local car parks

are and where we recommend people to park on social media.
Toilet Provision
The Contractor will provide 4 indrvidual toillet cubicle each toilet will be well sign posted.

Should the queue become unmanaogeakls then the disabled toilet within the porch of garth house moy be
considered.

Waoste Focilities

Existing waste facilifies to be used, BTC cutdoor staff will be expected to itter pick throughout the day.
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Eefreshments

There will be refreshments available dunng this event. The first refusal will be given to Garth Parks Café, once
they have established what is to be sold then non-competing vendors will be approached.

Adverse Weather Focilifies

The Bvent Lead will monitor the weather conditions and in Conzsulfation with the Town Clerk make approprate
decisions regarding weather changes.

Standard of dress/uniform

All Bicester Town Council staff o wear assigned uniform, Volunteers to be asked to wear smart/Casual attire — Hi
visibility vest for all will be provided and must be wom

Eefusal of Entry or Remowval from site

The Bvent senior staff in conjunction with the Secunty lead reserve the right to refuse entry or remove customers
from the event should behavior be deemed inapproprate towards this event which iz deemed family frendly.

Dn the doy ticket purchases

A QR code will be provided on the advertising banner that will be hung on the railings to the park. In the vent that this is a
sell out a red cross will be drawn across the QR code.

Mational Threat Level

The Curent Mational Threat Level is SUBSTANTIAL (meaning an attack iz likely] recorded from
htto:/ fenawne . mis.gowv.ukyf

The Event lead iz ACT frained, and the below procedurs should be followed for any Terrorizm Attack.

Suspicious tems Found
The 4 C's protocol will be used: CONHRM, CLEAR, COMMUNICATE, CONTROL.

CONFIRM: whether the iterm exhibits recognizably suspicious characteristics; is it hidden? |s it obvioushy
suspicioust s the tem wsually found in that locafion®

CLEAR: immediate area. Do Mot touch it. Move people to a safe distance and out of line of site of the item.
Cordon off the arsa.

COMMUNICATE: Don't use radios within 15 meters. Inform security and the Bvent Lead. Event Lead will call
F99.

CONTROL: access to the area. Do not allow members of the public to approach the arsa until it is
confirmed safe. Keep eyewitneszes on hand whenever possible.

Evacuation:

Cince a threat haos been confirmed, The BEvent Lead will determine whether the evacuation protocol will the
initioted:

1. Members of the public and porficipants

2. Eventz Team

3. Emergency services co-ordinafion point access

Bvacuation will be made through the nearest available ext —with the event staff available to direct.
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GER codes will be printed and ploced around the event offerng a short feedback form for event goers to offer
feedback on how to improve — given this event will hove alcohol, Officers have the rght to withdrow non-
constructive feedback.

AFPEMDIX 1 [Poge 12) - Proposed feedbock Guestionnaire

Event Lead Primmary Paul Canning Owersee the event, Fublic
Bvent Lead Secondary lzobel Moy Interface, Monitor public
attendance.
Bvent Senior Team Fhil Bvans, Helen Pool To support the instruction from the
Mick Lee (Shift Twa) leads.
Conor Pattison [Shift One)
BEwvent [(3hift One) — Set up Outdoor Team Members x 4 Setting up the event that includes
Mick Lee to Confirm Towner Lights, Toilet location,
Gorebo. crowd/ hens fencing
installation.
CP to ensure health and safety s
adhered to.
Bwvent [5hift Twa] — Delivery Jodi Clarke, Marna Galic, Viktorja Scanning in Customers,
Fovale, BEvent closure (Park to be made
Outdoor Team Members x 4 ready for following moming)
Mick Lee to Confirm ML to ensure health and safety is
adhered to.

Complaint Procedure

All complaints on the day need to be directed through to the Organizer, contactable through eventsi@bicester gov.uk Any
complaints which are requesied to be taken further, will be passed onto the events lead. Event lead should be available
to deal with urgent complaints during event hours.

meticers Tor Tickat 5 Cays Pricr
Signage on park gates

Ewant Data
A0 Darys Prios
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»  PROMOTIONAL POSTERS WILL BE DRAFTED AMD OFFERED TO THE EVEMTS WORKING GROUP

RED Text — Fnoncial information to remain internal - Mo third party shall recerve this information.

Bh

Budget Income

Bh

Budget Spend

Income

Header

Rational

Estimnated
(less income to date)

Income to date

Ticket Sales
Inclusive of Ticket Source
deduction.

Yendor

Bvent Sponsort

TEC

TBC

Total

Spend

Header

Rational

Estimnated
(less spend to date)

Spend to date

Stage and Sound

Toilet Hire

First Aid

Securty

Tower Light Hire

Wristbands

Advertizing/Promaotions

Total

Budoget Verses Actua

Budget Loss £

Actuao Zain £

Difference | Gain £
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Sign off

Event Manager [Must be Signed before presented to Committee, Deadline for Committes is Two mestings

pror fo event to allow for alterations).

What are you signing off.

Signature

Date

Pre-Event

This event plan iz finalized and all
content within will s2e no further
changes with the exception of the
finance information that may
become subject to change.
Terms and condifions have been

issued to ALL contractors.

Committee Chairman (Must be Signed before presented to Committee, Deadline for Committes is Two
meetings prior to event to allow for alterations).

What are you signing off.

Signature

Date

The Chairman signs off to soy that
the Working group have been fully

that this event plan contains ALL

relevant information.

Event Manager Must be signed off no later than seven days after event

What are you signing off.

Signature

Date

Fost Event
This event information iz now
finalized including the finance
- All purchase Order have
now been roised.

Finance Manager hMust be signed off no later than one Month after event

What are you signing off.

Signature

Date

Fost Event

Thiz BEvent Plan in ferms of
Furchase orders motches Rialtas.
Al lnvoices have been raised.

+* A signed master copy must be kept with the Event Manager and available vpon request
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APPERDIX 1

What do you think to the lve music playing today — 1= Poor, 10 = BExcellent.

.+ [ 2 [ =& [ 4 | s [ ¢ [ 7 [ 8 [ & [ 10
What did yvou of the services provided £ [i.e. Tollets, Refreshments] — 1= Poor, 10 = Bxcellent.

-+ 1 2 1 = 1 4 | s 1 & | 7 [ 8 | & [ 10

Did you find the staff helpful? (i, Council 5taff, Secunty 3taff and First cid staff) — 1= Poor, 10 = Excellent.

[ 1+ | =2 [ =3 | 4 | s [ &« | 7 | & | @ | 1o

Fleose rate the overall experience today — 1= Foor, 10 = Excellent.

.+ [ =2 | s | 4 [ s | ¢ [ 7 | & | ¢ [ 10

How can we improvet

What aspects did yvou ket

What ospects do yvou dislike?

Would vou join us next year?

[ ves | nNO |
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BICESTER TOWN

COUNCIL

EVEMNT PLAMN

Ovutdoor Cinema

EVENT NAME: OUTDOOR CINEMA

This event has histoncally been held in July during a Saturdary
evening, The Council consults the public using social media for

the film(z) they would like to see.

Docurmnent MName:

Cutdoor Cinema

Author:

Paul Canning / lsobel May

Date Completion:

Event Working Group Sign Off Date:

Date of Event:

26t July 2025

Appendix 7

BICESTER

TOWN COUNCIL

PMAIN CONTACT(S)
Primary: Paul Canning

Paul canning@bicester gowv uk
07849703170

Secondary: kabel May

lzabel Mayv@bicester. gov.uk
07925 148712

PACK INDEX

Page Z itern 1 Fey Contacts

Poge Zitern2  Distibufion List

Poge 34 fem 1 Licensing

Page Sitern 1 Ewent Laycut

Page & itern 1 Resdent Corsideration
Page 7 itern 1 Crowed Manaogerment
Page 7 itern 2 Car Parking

Page 8/fitem 1 Event Detail

Page 10item 1 Event Protocol

Poage 10item 2 Feedbock

Page 11 item 1 Roles and Responsiilifies
Page 11item2  Post Bvent

Page 11 item 3  Timeline

Page 12 item 1 Restricted — Finonce
Page 13item 1 Event Sign Off

Page 14/15 itern 1 Resident Letters

Page 16 item 1 Feedbock
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All key contacts, covenng all aspect: and needs for Contractors, Staff and Customers.

Role / Crganisaficn Name: Contact Mumber:
Primary Contact: Office Manager Poul Canning

Secondary Contact: Event Administrator | lscbel May

Other Contact: Town Clerk Phil Evans

Invoicing and Payments: Finance Officer | Helen Poaol

Heighbourhood Supervisor: Cavin staniland

Emergency Planning Officer: Paul Mann

Safety Advisory Officern: TBC

Event 3ecurty Contact: TBC

Event First Ald Confact: TBC

All lnvested Contnbutors to the event must receive o copy of the final approved document pack for this event.

Role / Crganisaficn Name:
Primary Contoct: Office Manager Paul Canning
Invoicing and Payments: Finance Officer Helen Pool
Other Contact: Town Clerk Phil Evans

Event Working Group Chairman

Councilor Christopher Pruden

CDC Street Team Officer

Tom Duckham

Thames Valley Police [Bicestsr]

Cavin staniland

OCC Emergency Planning Officer Paul Mann
Fire station (Bicester] Chris Philpott
Safety Advisory Group TBC

Event Security TBC

Event First Aid TBEC

Event Sound Support TBC

Event Contractor [Upon Bequest] Multiple
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What is required for the event to run safely and legally.

Title of License

Description of License

Approved Feference Number:

PFL [Public Performance License)

Fecorded music is protected by
copynght. This means that, if yvou
wizh to include recorded music in
a radio or TV broodcast, or in an
online service, or if you wish to
ploy recorded music in puklic
[zuch as ployving it to staff or
customers at your business
premizes), legal permission is
needed from each and every
recording rightshalder whosze
recordings you use.

FFL's licences provide this
permiszsion on behalf of the tens of
thousands of recordings
nghtzholders we represent,
allowing yvou to use virtually all
commercially released recordings
in the UK. This soves you from
having to contact multiple
companies of individuals directhy.

TBC

5AG (Safety Advisory Group)

S5AGE are usually coordinated by a
Local Authorty (LA} and mads up
of representatives from the LA,
emergency senices, other
relevant bodies ond the event
organissr. They may be event or
location specific but othenavize
tend to be bosed on LA
boundarnes.

SAGE provide a forum for
discussing and advising on puklic
safety ot an event. They aim to
help orgonisers with the planning,
and management of an event
and to encourage cooperation
and coordination between all
relevant agencies. They are non-
statutory bodies and so do not
hove legal powers or
responsibilities and are not
empowered to approve or
prohibit events from toking ploce.
Event crganisers and others
involved in the running of an
event, retain the prncipal legal
duties for ensuring public safety.

TBC
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TEMS (Temporary Event Motice)

A Temporary Event Motice (TEM) is
a hicensze that allows smallscals,
one-off events to take place at
unlicensed pramises or to extend
the hours of an existing lcense:

You need a TEMN if you want fo
carry out o "icensable activity” on
unlicensed premises or if the
activity is outside the scope of an
existing license. Licensable
activities include:
«  Seling alcohal
s«  Offering reguloted
entertainment, such as
miusic, dancing, plays,
films, indoor sports, boxing,
or wrestling
«  Supplying food above
room temperature
between 11 PM and 5 AWM

TBC

COther Considerations:
[Risk Assessments and Food
Closures)

Documents will be available upon
request and road closures listed.
[if applicabkle]

Available vpon request
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The Event layout

Key: I:I Toilets @ First Aid -Cinemo Screen :l Public area

Bicester Town Council is committed to working with its residents to deliver seamless events with as little disruption
as possible. — All identified Contacts will be nofified no later than two weeks prior to event.
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Residential Housing within Red Circle will be offered a discounted ticket.
APPENDIX 1 [Page 14] - Letter for issue to those within RED circle)

All Other Residential Housing identified within larger circle will receive a notification of the upcoming event.
APPENDIX 2 (Page 15] - Letter for issue to those within RED circle)

All discounted and FOC Tickets will be in excess of the 1600 targeted event attendance

Garth Park Event Capacity (Based on available event space) 1750

Before the event begins there can be up to 1500 visitors amving ahead of the gates opening. The biggest risk is
that the Council cannot allow customers to queue along Launton Road as this would represent a safety
concern.

Page 80




7 |

To counter this the event lead may make a decision o open the gates early and bring the custom into the park
but only into a contained area. The event cannot open until authorized by its main contractors (Security, First

Aid and Sound Support].

Contained Area and Event Entrance:

4
7

Vit s
Bicester Town'Council ¥

3 |

™\

?@ Garth Park Playgrou
ey

o -

Garth Park ’

-

4

Park with forma
gardens & play areas

The Park will be closed and locked at all park entry points for the entire day of the event, Signs to this effect will

be placed upon all gates 5 days prior.

Once the event has finished the main vehicle gates will be opened.

All Staff and Volunieering Car Parking will be encouraged to take place in the Yard/ Bicester Green Area.

All timings are a draft and subject to change.

One Day Before Event:
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Toilet Armval.
Tower Lights Armeal.

Event Day

12:00: Bicester Town Council staff (Shift one] arive on site and set up event provisions.
12:30: Cinema armves and set up.

15:00: Vendor earliest arival point.

14:00: Vendor vehicles must be removed from site deodline.

17:00: Bicester Town Council staff (Shift two) and Securty and First Ald arrive.
18:00: Team Meeting, staff, securty and first Aid.

18:00: Gates open.

18:30: Gates open to the public.

19:00: Bvent starts.

17:30: Gates closed to public

22:00: Music to finish.

2230 Site clears down, Stoff to leave upon completion.

23:00: Secunty to leave site.

Q0:00: Site closure.

Securty

Contractor to provide 10 members of stoff. Secunty to be aware of alcohol consumption by the public and
recct accordingly to viclence and antisocial behovior.

Risk of crushing and antisocial behavior within the queuesing bamers. 2x secunty to stand and maintain the
gueue, making sure there iz no danger, and nobody jumps the barmer. If there iz a nsk of crushing (if there ars
too many people in one area), Secunty or BTC Staff will unhook the bamer and allow people into the garden
area.

Secunty will operate on a separate radio station; However, the Event Lead and the Securty Lead will have
access to both radio stations at all times.

It iz the responsikility of the contractor to ssue and collect radios.
First Aid

First Aid will operate from o gozebo provided by the Town Council.
Confractor to Provided two first aiders.

It iz the responzibility of the contractor to Bzue and collect radios.

Lost and Found Children/ Persons

The point of contact for lost and found childrens vulnerable people will be the First Aid locaotion, by Savoir Fare.
Council Officers to maks announcements throughout the event if required and will have access to
loudspeakers. Signs to be put out on the doy regarding lost/found people.
If an adult comes to the lost and found to report o missing child, the following procedure iz to take place:
1. The member of staff will take a full descripfion of the missing persons; Name, Age, Hair colour,
Clothing, Location and Time last seen.
2. A note will be made of the name and address of the person reporting the lost indradual
3. The member of staff will then send a radic message to all the channels informing them of a lost child
with their descrption, and o inform them immediately if they are approached or find the child
4, The police MUST be informed
5. If noinformation is received from thiz, then an announcement will be mode at the earliest
opportunity- Brent will have an emergency switch to stop all music and reset ighting to bnght white
&. Once the child has been locaoted, they will be taken fo the lost/found child BVFE to be reunited with
the parent/guardion
7. An information message across each radio channel should then be made to inform that the search is
over and the police to be updated
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Found child with absent parent procedure

1. The member of staff to whom the lost child is taken to should taks them immediately to the lost/ffound
child area

2. The member of staff will take a full description of the child; Name, Age, Hair colour, Clothing, Location
and Time Last seen.

3. The child should be asked for information regarding their parents; Name, clothing, last place seen

4. Ensure that there are more than two people around, and to only comfort the child as is necessary and
in an approprnate manner

3. The event lzader will then send a radio message to all the channels informing them of o lost child with

their description, and to inform them immediately if they are opprooched by an adult looking for a child

and stating their description

Inform the police of a child with no adult

7. If no information i received from this then a PA announcement will be made at the earliest opportunity,

Bvent will have an emergency switch to stop all music and lights reset to brght white

If found, they will be taken to their child

%, An information mesage across each radio channel should then be made to inform them that the
szarch is over, aond the police are to be updated

e

2

Wristbands

Bicester Town Council will provide wristbands to Parents/ Guardions upon request. These wrstbands can be
used to whte a contact number in case of emergency.

Traffic Management

All event contractors entenng the site will be registered at the main entrance gate. They will be marshalled by
BTC staff to their location on-site.

Zarth Park to remain closed to public vehicles.

Enzure that people can access the park safely, promoting the 2 crossing points near Garth Fark and
considerations are being maode if we need to man the crossing with Marshall's. List where the local cor parks
are and where we recommend people to park on social media.

Toilet Provision

The Contractor will provide 12 individual foilet cubicles, 2 Male Unnals and 1 Disabled cubicle. Each Toilet wall
ke well sign posted, and each have its own queve structure.

Should the queue become unmanageakble then the disabled toilet within the porch of garth house maoy be
considered.

Waste Focilities

Existing waste facilifies to be used, BTC outdoor staff will be expected to itter pick throughout the day.
Black bags will be provided for the public at the front gotes.

Refreshments

There will be refreshments available dunng this event. The first refusal will be given to Garth Parks Café, once
they have established what is to be sold then non-competing vendors will be approached.

Adverse Weather Facilifies

The BEvent Lead will monitor the weather conditions and in Consultation with the Town Clerk makes appropriate
decisions regarding weather changes.
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Standard of dress/uniform

All Bicester Town Council staff o wear assigned uniform, Volunteers to be asked to wear smaort/Casual attire — Hi
wisibility west for all will be provided and must be worn

Eefusal of Entry or Bemowval from site

The Bvent senior staff in conjunction with the Secunty lead rezerve the nght to refuse entry or remove customers
from the event should behavior be deemed inapproprate towards this event which is deemed family frendly.

Dn the day tickset purchases

A QR code will be provided on the advertising banner that will be hung on the railings to the park. In the vent that this is a
sell out a red cross will be drawn across the QR code |

Mational Threat Level

The Current Matonal Threat Level is SUBSTANTIAL (mearning an attack is ikely) recorded from
htto:/ fwww mid.gov.ukf

The Bvent lead s ACT frained, and the below procedurs should be followed for any Terronzm Attack.

Suspicious hems Found
The 4 C's protocel will be used: CONFIRM, CLEAR, COMMUNICATE, CONTROL.

CONFIRM: whether the iterm exhibits recognizably suspicious characterstics; is it hidden? |z it obvioushy
suspicious? |z the tem wsually found in that locafion®

CLEAR: immediate area. Do Mot touch it. Move people to o safe distonce and ocut of line of site of the item.
Cordon off the area.

COMMUNICATE: Don't use radios within 1.5 meters. Inform security and the Bvent Lead. Bvent Lead will call
99,

CONTROL: occess to the area. Do not allow members of the public to opproach the area until it is
confirmed safe. Keep eyewitnesses on hand whenever possible.

Evacuation:

Cince a threat has been confirmed, The Event Lead will determine whether the evacuation protocol will the
initiated:

1. Member: of the public and parficipants

2. BEvents Team

3. Emergency services co-ordination point access

Bvacuation will be made through the nearest available ext —with the event staff available to direct.

GER codes will be printed and ploced around the event offering a short feedback form for event goers to offer
feedback on how to improve — given this event will have alcohol, Officers have the nght to withdraw non-
constructive feedbaock.

AFFEMDIX 3 [Poge 14) - Proposed feedbock Guestionnaire
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Event Lead Primary

Paul Canning

Event Lead Secondary

lsokbel May

Cwversee the event, Public
Interface, Monitor public
attendance.

Event Senior Team

Phil Evans, Helen Pocl
Mick Lee (Shift Twa)
Conor Patfison [Shift One)

To support the instruction from the
leods.

Bvent (Shift One) — 5=t up

Qutdoor Team Members x 4
Mick Lee to Confirm

Setting up the event that includes
Towner Lights, Tollet location,
Gorebo. crowd/ hers fencing
installation.

CP to ensure health and safety iz
adhered to.

Bvent (Shift Twao] — Delivery

Jodi Clarke, Marna Galic, Viktorja
Kovale,

Qutdoor Team Members x 4
Mick Lee to Confirm

Scanning in Customers,

Event closure (Park to be mode
ready for following moming)

ML to ensure health and safety is
adhered to.

Complaint Procedure

All complaints on the day need to be directed through to the Organizer, contactable through evenisi@bicester. gov.uk Any
complaints which are reguested fo be taken further, will be passed onto the events lead. Event lead should be available
to deal with urgent complaints during event hours.

Claims and Payment

All payments from performers to be invoiced after the event or as per hire agreement. All tickets will be purchased through

a reliable ticket platform.

Event Working
Group Approval
[VAM 1o MAY)

50 Days Priar

promated on i

Fortnightly Promotions for Ticket Sales

ralsed and

5 Days Frior
Signage on park gates

Event Date

shared with local group

chals

«  PROMOTIOMAL POSTERS WILL BE DRAFTED AMND OFFERED TO THE EVENTS WORKING GROUP
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RED Text — Anoncial information to remain internal — Mo third party shall receme this information.

Budget Income | £
Budget Spend £
Income
Heoder Rational Estimated Income to date
(less income to date)
Ticket Sales
Inclusive of Ticket Source
deduction.
YVendor
Event Sponsors TBC TBC TBC
Total
Spend
Heoder Rational Estimated Spend to date

(l=zs spend to date)

Cinema Hire

£IBC

Toilet Hire ETBC
First Aid ETBC
Secunty ETBC
Tower Light Hire £TBC
Wrigtbbands £TBC
Advertising/Promaotions LTBC

Total

Budget Verses Actua

Budget Loss £

Actuao Gain £

Difference | Gain £

Page 86




+

Sign off

Event Manager (Must be Signed before presented to Committes, Deadline for Committes iz Two meetings

prior to event to allow for alterations).

What are yvou signing off.

Signature

Date

Fre-Event

Thizs event plan iz finalized and all
content within will see no further
changes with the exception of the
finance information that rmay
become subject to change.
Terms and conditions have been
issued to ALL contractors.

Committee Chairman (Must be Signed before presented to Committees, Deadline for Committees is Two
meetings pricr to event to allow for alterations.

What are yvou signing off.

Signature

Date

The Chaoirman signs off to say that
the Waorking agroup have been fully
informed and ore in agreement|
that this event plan contains ALL
relevant information.

Event Manager Must be signed off no later than seven days after event

What are yvou signing off.

Signature

Date

Fost Bvent
This event information is now
finalized including the finance
- Al purchase Order have
now been raized.

Finance Manager hMust be signed off no later than one Month after event

What are yvou signing off.

Signature

Date

Fost Bvent

This Bwent Flan in terms of
Furchose orders matches Rialtas.
Al Invoices have been raised.

+ A signed master copy must be kept with the Event Manager and available upon request
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BICESTER TOWN COUNCIL

Council Offices,
The Garth,
Launton Road,
Bicester

Oxon, OX26 6PS

: .. Telephone: 012806 252015
Mr FPhil Evans Email, enquiries@bicester. gov.uk
Town Clerk Website: wianw bicestar.gov.uk

e-mail; phil. evans@bicester.gov.uk

Letter Issued by oo
Letter Mumber oo

Dear Resident,

lwrite fo you with exciting news about this year's Outdoor Cinema event, taking plaoce on Saturday
26 July 2025 from 7:00pm — 10:00pm.

We will be holding the event within the park, and we will be having staging, suppliers and barriers
setting vp throughout the day of the event from 8am.

We would like to invite you fo join in our summer spirit and enjoy a night of music and fun. Attached
as part of our neighbour inifictive we would like vou to accept our offer of a discounted price forup
to 4 tickets, |f you come fo the Garth Park Council Offices and present this letter we will apply 30%
discount upon your purchase the Letter id will be nofed and can only be used once.

We are working diligently to ensure the event iz a success and runs safely throughout the day. We
have several safety provisions in place, our event will be managed via a 24-hour secunty team, first
aid will be on site and our Bicester Town Council feam will be around to answer any guestions. The
park area will be closed from 3:00pm - 10:00pm on our event days.

We apelogies in advance for any inconvenience this may cause. If you hove any emergencies or
issues, please keep this number to hand for contact: 07925 148712, If you wish to discuss any of the
above points, please email events@bicester.gov.uk,. We lock forward to hearing from you.

Yours sincerely Phil Evans Town Clerk

I

%@

Bicester is twinned with Meunkirchen-Seelscheid, Germany,
Canton des Essans, France, and Czernichow, Poland
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BICESTER TOWN COUNCIL

Council Offices,
The Garth,
Launton Road,
Bicester

Oxon, OX26 6PS

: Telephone: 012586 252915
Mr Phil Evans Email; deriﬁ@bbesiugw.uk
Town Chark Website: www bicestar. gov.uk

e-mail; phil evans@bicester.gov.uk
lssue Date

Dear Resident,

[ write to you with exciting news about this year's Qutdoor Cinema, taking place on Saturday 268%™ July
2025 from 7:00pm — 10:00pm.

We will be holding the event within the park, and we will be having staging, suppliers and barriers
sefting up throughout the day of the event from Sam.

We would like to invite you fo join us in our summer spint and enjoy a night of music and fun.

We are working diligently to ensure the event iz a success and runs safely throughout the day. We
have several safety provisions in place, our event will be managed via a 24-hour securty team, first
aid will be on site and our Bicester Town Council feam will be around to answer any questions. The
park area will be closed from 3:00pm — 10:00pm on our event days.

We apologies in advance for any inconvenience this may cause. If you have any emergencies or
issues, please keep this numicer fo hand for contact: 07925 148712, If you wish to discuss any of the

above points, please email events@bicester.gov.uk. We look forward to hearing from you.

Yours sincerely Phil BEvans Town Clerk

Bicester is twinned with Meunkirchan-Seelscheid. Germany.
Canton des Essarts, France, and Czermichow, Poland
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What do vou think to the lve music playing today€ — 1= Poor, 10 = Excellent.

| 2 [ =& [ 4 [ s [ s | 7 [ &8 [ & [ 10
What did vou of the services provided 2 |i.e. Tailets, Refreshments] — 1= Poor, 10 = BExcellent.
L+ [ 2 [ s [ 4 [ s [ & [ 7 [ & | 9 [ 10

Did you find the staff helpful? (g Council Staff, Security Staff and First aid staff) — 1= Poor, 10 = Excellent.

L+ [ 2 [ =2 [ 4 [ s [ & [ 7 [ &8 [ & [ 10
Flease rate the overall experience today — 1= Poor, 10 = Excellent.
L+ [ =2 [ 3 [ 4 [ s [ & [ 7 [ & | % [ 10

How can we improve®

What ospects did yvou ket

What ospects do yvou dislike?

Would yvou join us next yvear?

[ ves | wnO |
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BICESTER TOWN

COUNCIL

EVENT PLAN

Music Event

EVENT MNAME: MUSIC EVENT

This event has histoncally been held in August during a Soturday
evening, The Council selects o band thot iz held in good esteem
for 4 hours of lve music. The event is the most popular of the

Councils 7 annual events.

Document Mame:

Music Event

Author:

Faul Canning / lsobel May

Date Completion:

Event Working Group Sign Off Dafe:

Date of Event: SUTH AUQUS"' 2025

Appendix 8

e L
% e, A \q’/'
\“-’-’ll.:_n_(j-j-"‘-":’

BICESTER

TOWN COUNCIL

MAIN CONTACT(S)

Primary: Paul Canning

Paul. canning@bicester. gov.uk
07849703170

Secondary: lsabel May

lzobel Moy@bicester. gowv.uk
07325 148712

FPACK INDEX

Page Z itern 1 Fey Contacts

Poge 2 itemn 2 Distribufion List

Page 3/4 tem 1 Licensing

Page 5itern 1 Ewvent Layout

Page &item 1 Resdent Consideration
Page 7 itern 1 Crowed Manogement
Page 7 item 2 Car Parking

Poge 3/7 item 1 Bvent Detail

Page 10item 1 Event Protocal

Page 10item 2 Feedbock

Pag= 11 item 1 Roles and Responsibilifies
Page 11 itemZ  Post Event

Page 11 item 3  Timeline

Page 12item 1 Restricted — Finance
Page 13item 1 Event Sign Off
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All key contacts,

covenng all aspect: and needs for Contraoctors, Staff and Cusfomers.

Rele / Crganisaficn Name: Contact Number:
Primary Contact: Office Manager Poul Canning

Secondary Contact: Event Administrator | lsobel May

Other Contact: Town Clerk Phil Evans

Invoicing and Payments: Finance Officer | Helen Pool

Meighbourhood Supervisor: Gavin dtaniland

Emergency Planning Officen Paul Mann

Safety Advisory Officer: TBC

Event Securty Contact: TEC

Event First Ald Contact: TBC

All lnvested Confibutors to the event must receive a copy of the final approved document pack for this event.

Role [ Organisation Marme:
Primary Contact: Office Manager Paul Canning
Invoicing gand Payments: Finance Officar Helen Pool
Other Contact: Town Clerk Phil Evans

Event Working Group Chairman

Councilor Christopher Proden

CDC Street Team Officer

Tom Duckham

Thames Valley Police [Bicester]

Zavin Staniland

OCC Emergency Planning Officer Paul Mann
Fire Station [Bicester] Chris Philpott
safety Advisory Group TBC

Event Security TBC

Event First Aid TBC

Event Sound Support TBC

Event Contractor [Upon Request) Multiple
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What is required for the event to run safely and legally.

Title of License

Descrption of License

Approved Reference Mumber:

FFL [Public Perfarmance Licenss)

Fecorded music is protected by
copynght. This means that, if vou
with to include recorded music in
a radio or TV broadcast, orin an
online service, or if yvou wish fo
play recorded music in public
[such s ployving it to staff or
customers at your business
premizes), legal permission is
needed from each and every
recording nghtsholder whose
recordings you use.

FFL's icences provide this
permizsion on behalf of the tens of
thousands of recordings
nahtsholders we represent,
allowing you to use virtually all
commercially releqased recordings
in the UK. This soves yvou from
having to contact mulliple
companies or individuals directly.

TBC

S5AG (Safety Advisory Group)

5AGs are usually coordinated by a
Local Authonty (LA} and mads up
of representatives from the LA,
emergency semnvices, other
relevant bodies and the event
organiser. They may be event or
location specific but otherwize
tend to be bosed on LA
boundaries.

S5AGE provide a forum for
dizcussing and advising on public
safety ot an event. They aim to
help organizers with the planning,
and management of an event
and fo encourages cooperation
and cocrdination between all
relevant agencies. They are non-
statutory bodies and so do not
hove legal powers or
responsibilities and are not
empowered to approve or
prohikit events from taking ploce.
Event organizers and others
involved in the running of an
event, retain the principal legal
duties for ensuring public safety.

TBC
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TEMS (Temporary Event Motice)

A Temporary Event Motice (TEM) is
a hicensze that allows smallscals,
one-off events to take place at
unlicensed pramises or to extend
the hours of an existing lcense:

You need a TEMN if you want fo
carry out o "icensable activity” on
unlicensed premises or if the
activity is outside the scope of an
existing license. Licensable
activities include:
«  Seling alcohal
s«  Offering reguloted
entertainment, such as
miusic, dancing, plays,
films, indoor sports, boxing,
or wrestling
«  Supplying food above
room temperature
between 11 PM and 5 AWM

TBC

COther Considerations:
[Risk Azssessments and Food
Closures)

Documents will be available upon
request and road closures listed.
[if applicabkle]

Available on request
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The Event layout
Key:

Event Boundary
Stage Position
Toilet Position

Vendor Position

ofdan

First Aid and Lost Child Point

Garth Park Playgrou
"
Qarth Park

Pari\gith forma

b -
Bicejter Town'Council . gardens & play areas

N

R
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Bicester Town Council is committed to working with its residents to deliver seamless events with as little disruption
as possible. — All identified Contacts will be notified no later than two weeks prior to event.

Residential Housing within Red Circle will be offered a discounted ticket.
APPENDIX 1 [Page 14) - Letter for issue to those within RED circle)

All Other Residential Housing identified within larger circle will receive a notification of the upcoming event.
APPENDIX 2 [Page 135) - Letter for issue to those within RED circle)

All discounted and FOC Tickets will be in excess of the 1600 targeted event attendance

Garth Park Event Capacity (Based on available event space) 1750
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Before the event begins there can be up to 1500 visitors amiving ahead of the gates opening. The biggest risk is
that the Council cannot allow customers to queue along Launton Road as this would represent a safety
concern.

To counter this the event lead may make a decision to open the gates early and bring the custom into the park
but only into a contained area. The event cannot open until authorized by its main contractors (Security, First
Aid and Sound Support).

Contained Area and Event Entrance:

o
3 @ Garth Park Playgrou
y
e "~

Garth Park :

-

~ . TN Park with forma
Bicester Town'Council 4 gardens & play areas

\'

The Park will be closed and locked at all park entry points for the entire day of the event, Signs to this effect will
be placed upon all gates 5 days prior.

Once the event has finished the main vehicle gates will be opened.

All Staff and Volunteering Car Parking will be encouraged to take place in the Yard/ Bicester Green Area.
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All fimings are a droft and subject to change.

One Doy Before Event:
Toilet Arrival.
Tower Lights Armeal.

Bvent Day

12:00: Bicester Town Council staff (Shift one) arive on site and set up event provisions.
12:30: Main 3tage amives and is erected, sound and lighting set up.

15:00: Vendaor earliest arival point

14:00: Vendor vehicles must be removed from site deadiine.

17:00: Bicester Town Council staff (Shift two)] and Securnty and First Aild arive
17:45: Team mesting, first aid, staff and secunty.

18:00: Gaotes open

18:30: Gates open to the public.

19:00: Event starts.

19:30: Gates closed to public

22:00: Music to finish.

22:30: Site clears down, Staff to leave upon completion

23:00: Securty to leave site.

00:00: Site closure

Securty

Confractor to provide 10 members of staff. Securty to be aware of alcohol consumption by the public and
react accordingly to violence and antizocial behawvior.

Rizk of crushing and antizocial behavior within the gueusing barriers. 2x secunty to stand and maintain the
queue, making sure there is no danger, and nobody jumps the barrer. If there i3 a nsk of crushing (if there are
too many people in one arsa), 3ecunty or BTC Staff will unhook the barrier and allow people into the garden
area.

Secunty will operate on a separate radio station; However, the Bvent Lead and the Securty Lead will have
access to both rodio stations at all fimes.

It is the responsibility of the contractor to issue and collect radios.
First Aid

First Aid will operate from a gozebo provided by the Town Council.
Confractor to Provided two first aiders.

It is the responsibility of the contractor to issue and collect radios.

Lost and Found Children/ Persons

The point of contact for lost and found children/ vulnerable people will be the First Ald locotion, by Savoir Fare.
Council Officers to make announcements throughout the event if reguired and will have access to
loudspeakers. Signs to be put out on the day regarding lost/found people.
If an adult comes to the lost and found to report a missing child, the following procedurs is to take ploce:
1. The member of staff will take a full description of the missing persons; Name, Age, Hair colour,
Clothing, Location and Time last seen.
2. A note will be made of the nome and addres: of the person reporting the lost indirvidual
2. The memlber of staff will then send a radic mesage to all the channels informing them of o lost child
with their descrption, ond to inform them immediately if they are approached or find the child
4, The police MUST be informed
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5. If no information iz received from this, then on announcement will be mode at the eaorliest
opportunity- Bvent will hawe an emergency switch to stop all music and reset ighting to bright white

&. Once the child has been located, they will be taken to the lost/found child BVF to be reunited with
the parent/guardicn

7. Aninformation messoge across each radio channel should then be maode to inform that the search is
over and the police to be updated

Found child with absent parent procedurs

1. The member of staff fo whom the lost child is faken to should taks them immediately to the lostffound
child area

2. The member of staff will take o full description of the child; Name, Age, Hair colour, Clothing. Location

and Time Last seen.

The child should be asked for information regarding their parents; Name, clothing. last place seen

4. Ensure that thers are more than two people around, and to only comfort the child as is necessory and
in an appropriate manner

3. The event leader will then send a radic message to all the channels informing them of o lost child with
their description, and to inform them immediately if they are approoched by an adult looking for a child
and stating their descrphion

&, Inform the police of a child with no adult

7. [ no information is received from this then a PA announcement will be made at the earliest opportunity,

Bvent will haowe an emergency switch to stop all music and lights reset to braght white

If found, they will be taken to ther child

Z. An information message across each rodio channel should then be made to inform them that the
search iz over, ond the police are fo be updated

L

&

Wristbonds

Bicester Town Council will provide wristbands to Parents/ Guardions upon request. These wristbands con be
used to wnte a contact number in cose of emergency.

Traffic Manogement

All event confractors enternng the site will b2 registered at the maoin entrance gate. They will be marshalled by
BTC staff to their locotion on-site.

Garth Park to remain closed to public vehicles.

Enzure that people can access the paork safely, promoting the 2 crossing points near Garth Park and
considerations are being made if we nesd to man the crossing with Marshall's. List where the local car parks
are and where we recommend people to park on social media.

Toilet Prowvisicn

The Contractor will provide 12 individual toilet cubicles, 2 Male Urinals and 1 Disabled cubicle. Each Toilet wall
ke wel sign posted, and each have its own queue structurs.

Should the queue become unmanageakle then the disabled toilet within the porch of garth house moy be
conzsidersd.

Waste Focilities

Exizting waste facilifies o be vsed, BTC outdoor staff will be expected to itter pick throughout the day.
Black bags will be provided for the public at the front gates.

Eefreshments

There will be refreshments available during this event. The firgt refusal will be given to Garth Parks Café, once
they have established what iz to be sold then non-competing vendors will be approached.
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Adverse Weather Facilities

The Bvent Lead will monitor the weather conditions and in Consultation with the Town Clerk make appropriate
decisions regarding weather changes.

Standaord of dress/uniform

All Bicester Town Council staff to wear assigned uniform, Volunteers to be asked to wear smart/Casuval attire — Hi
visibility vest for all will be provided and must be worn

Eefusal of Entry or Bemoval from site

The Bvent senior staff in conjunction with the Securty lead reserve the nght to refuse entry or remove customers
from the event should behavior be deemed inappropriate towards this event which iz deemed family fiendly.

Dn the doy ticket purchases

A QR code will be provided on the advertising banner that will be hung on the railings to the park. In the vent that this is a
sell out a red cross will be drawn across the QR code.

Mational Threat Level

The Curent Mational Threat Level is SUBSTANTIAL (meaning an attack iz likely) recorded from
htto:/ fenawner mia.gov.uk/

The Bvent lead is ACT trained, and the below procedure should be followed for any Terronzm Attack.

Suspicious Hems Found
The 4 C's protocol will be used: CONHRM, CLEAR, COMMUNICATE, CONTROL.

CONFIRM: whether the itermn exhibits recognizably suspicious charocteristics; iz it hidden® s it obviously
suspicioust Is the item vsually found in that location®

CLEAR: immediate area. Do Mot touch it. Move people to o sofe distonce and out of line of site of the item.
Cordon off the area.

COMMUNICATE: Don’t use radios within 15 meters. Inform securty and the Brent Lead. Event Lead will call
F99.

CONTROL: access to the area. Do not allow members of the public to opproach the area until it is
confirmed safe. Keep eyewitnesses on hand whenever possible.

Evacuation:

Cince a threat has been confirmed, The Event Lead will determine whether the evacuation protocol will the
initioted:

1. Members of the public and porficipants

2. Eventz Team

3. Emergency services co-ordinafion point access

Bvacuation will be made through the nearest available exit — with the event staff available to direct.

GER codes will be panted and ploced around the event offering a short feedback form for event goers to offer
feedback on how to improve — given this event will have alcohol, Officers have the nght to withdraw non-
constructive feedback.

APFEMDIX 3 [Page 18] — Proposed feedbaock Guestionnaire
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Event Lead Primary

Paul Canning

Bvent Lead Secondary

lzolbel Moy

Cverses the event, Fublic
Interface, Monitar public
attendance.

Bvent Senior Team

Phil Evans, Helen Pool
Mick Lee [Shift Twa)
Conaor Pattison (Shift One)

To support the instruction from the
leads.

Bvent (Shift One) - Set up

Outdoor Team Members x 4
Mick Les to Confirm

Setting up the event that includes
Towner Lights, Toilet location,
Garsbo. crowd/ hens fencing
installation.

CP to ensure health and safety s
adhered to.

Bwvent [3hift Twao] — Delivery

Jodi Clarke, Marna Galic, Viktorja
Fovale,

Outdoor Team Members x 4
Mick Lee to Confirm

Scanning in Customers,

Bwent closure (Fark to be made
ready for following moming)

ML to ensure health and safety is
adhered to.

Complaint Procedure

All complaints on the day need to be directed through to the Organizer, contactable through eventsi@bicester. gov.uk Any
complaints which are requesied to be taken further, will be passed onto the events lead. Event lead should be available
to deal with urgent complaints during event hours.

Claims and Payment

All payments from performers to be invoiced after the event or as per hire agreement. All tickets will be purchased through
a reliable ticket platform.

14 Days Prior
Impacted Resident
Letter isswad

5 Days Prior
Signage on park gates

Fortnightly Promc or Ticket Sales

Event Working Event Date
Group Approval
[JAM o MAY]

S0 Days Prior

raised and boosted

promated on 8
shared with local groug

chats

»  PROMOTIONAL POSTERS WILL BE DRAFTED AND OFFERED TO THE EVENTS WORKING GROUP
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RED Text — FAinoncial information to remain internal — Mo third party shall receive this information.

B

Budget Income

B

Budget Spend

Income

Header

Rational

Estimnated
(less income to date)

Income to date

Ticket Sales
Inclusive of Ticket Source

Ticket Source Deduction
persalke. 0.33p

Bosed on the
attendance of 1000

deduction. Ticket Price adults
£10.00 adult 400 teens
7. 50 Teen 4% children
£5.00 Child
£0.00 Toddler £14,000
Last Year attendance
1499
Yendor £250 per vendor £700
Target Vendors x 4
Deductible £100 (Staff
and VYoluntesr
sustenance]
Bvent Sponsore TBC TBC
Total
Spend
Header Rational Estimated Spend to date

(less spend to date)

Stage and Sound

Toilet Hire

First Aid

Securty

Tower Light Hire

Wristbands

Advertizing/Promotions

Total

Budget Verses Actua

Budget Loss £
Actuao Zain £
Difference | Gain £
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Sign_off

Event Manager [Must be Signed before presented to Committes, Deadline for Committes is Two mestings

pror to event to allow for alteration).

What are you signing off.

Signoture

Date

Fre-Event

This event plan iz finalized and all
content within will see no further
changes with the exception of the
finance information that may
become subject to change.
Terms and condifions have been
issued to ALL contractors.

Committee Chairman [Must ke Signed before presented to Committes, Deadiine for Committes iz Two
meetings pricr to event to allow for alterations).

What are you signing off.

Signature

Date

The Chairman signs off to soy that
the Working group have been fully
informed and are in agreement
that this event plan contains ALL
relevant information.

Event Manager Must be signed off no later than seven days after event

What are you signing off.

Signature

Date

Fost Bvent
This event information iz now
finalized including the finance
- Al purchase Crder have
now been raized.

Finance Manager Must be signed off no later than one Month after event

What are you signing off.

Signature

Date

Fost Bvent

This Event Flan in terms of
Furchase orders matches Rialtas.
Al lnvoices have been roised.

+« A signed master copy must be kept with the Event Manager and available vpon request

APPEMDIX 1
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BICESTER TOWN COUNCIL

Council Offices,
The Garth,
Launton Road,
Bicester

Oxon, OX26 6PS

: .. TElE|_:|han'. DIBﬁD 2_52915
Mir Phil Evans Email; enquiries@bicester. gov.uk
Town Clerk Website: wiww bicaster. gov.uk

e-mail; phil evans@bicester.gov.uk

Letter lzsued by opoms
Letter Mumiber oo

Dear Resident,

lwrite to you with exciting news about this year's Music event, taking place on Saturday 30% August
2025 from 7:00pm — 10:00pm.

We will be holding the event within the park, and we will be having staging. suppliers and barriers
sefting up throughout the day of the event from 8am.

We would like to invite you fo join in our surmmer spirt and enjoy a night of music and fun. Attached
as part of our neighbour initiative we would like you to accept our offer of a discounted price forup
to 4 fickets, [f you come to the Garth Park Council Offices and present this letter we will apply 30%
discount upon your purchase the Letter id will be noted and can only be used once.

We are working diligently to ensure the event iz a success and runs safely throughout the day. We
have several safety provisions in place, our event will be managed via a 24-hour secunty team, first
aid will be on site and our Bicester Town Council feam will be around to answer any guestions. The
park area will be closed from 3:00pm — 10:00pm on our event days.

We apologies in advance for any inconvenience this may cause. If you have any emergsencies or
issues, please keep this numiber to hand for contact: 07925 148712, If you wish to discuss any of the
abowve points, please email events@biceaster.gov.uk. We look forward to hearing from you.

‘Yours sincersly Phil Evans Town Clerk

TADY

Bicester is twinned with Neunkirchen-Seelscheid, Germany,
Canton des Eszarts, France. and Czermichow, Poland

APPEMDIX 2
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BICESTER TOWN COUNCIL

Council Offices,
The Garth,
Launton Road,
Bicester

Oxon, OX26 6PS

" Telephone: 01880 252915
Mr Phil Evans Email; Hﬂdriﬁ@bbesiugw.uk
Town Clerk Website: wiww bicestar.gov. uk

e-mail; phil. evans@bicester.gov.uk

Logs, Date
D=ar Resident,

write fo you with exciting news about this year's Sledgehammer event, taking place on Saturday
30" August 2025 from 7:00pm — 10:00pm.

We will be holding the event within the park, and we will be having staging. suppliers and barriers
sefting up throughout the day of the event from Sam.

We would like to invite you to join us in our summer spirt and enjoy a night of music and fun.

We are working diligently to ensure the event is a success and runs safely throughout the day. We
have several safety provisions in place, our event will be managed via a 24-hour secunty team, first
aid will be on site and our Bicester Town Council team will be around to answer any guestions. The
park area will be closed from 3:00pm — 10:00pm on our event days.

We apeologies in advance for any inconvenience this may cause. If you have any emergencies or
issues, please keep this number to hand for contact: 07925 148712, If you wish to discuss any of the
above points, please email events@bicaster.gov.uk. We look forward to hearing from you.

Yours sincerely Phil Evans Town Clerk

Bicaster is twinned with Meunkirchen-Seelschaid. Germany,
Canton des Essarts, France, and Czemichow, Poland
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What do yvou think to the live music playing today — 1= Poor, 10 = Excellent.

[ 2 [ =2 | 4« | s [ &« | 7 [ & [ ¢ | 10
What did you of the services provided £ [i.e. Toilets, Refreshments) — 1= Poor, 10 = Excellent.
| |2 1 a1 4 1 5 |1 s | 7 1 8 | & | 10
Did you find the staff helpful? (i.e Council 5taff, Secunty Staff and First oid staff) — 1= Poor, 10 = Excellent.
. i+ [ 2 [ s [ 4 [ s [ s [ 7 | 8 [ 9% [ 10
Flease rate the overall experence today — 1= Poor, 10 = Excellent.
| ' [ 2 [ 2 | 4 | s [ &« | 7 [ & [ & | 10

How can we improve®

What aspects did you ket

What aspects do vou dislike?

Would vou join us next vear?

[ ves | wnO |
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Agenda Item 6

BICESTER TOWN COUNCIL

EVENTS COMMITTEE REPORT
29 January 2025

BICESTER
TOWN COUNCIL

Chair: Councillor Chris Pruden
Contact: 01869 252915 chris.pruden@bicester.gov.uk

Officer —Paul Canning
Contact: 01869 252915 paul.canning@bicester.gov.uk

Ward Affected: All

Provisional Event & Marketing Strategy 2025
1. Background

1.1 While past efforts in events marketing have faced challenges. The new Events and
Marketing Administrator is actively developing a comprehensive and robust plan to enhance
our future Civic and Democratic initiatives.

2. Overview

2.1 Increase Community Engagement: Develop and promote events that resonate with
the community, encouraging higher participation and fostering a sense of belonging.

2.2 Enhance Visibility: Utilise various marketing channels, including social media, local
media, and partnerships, to increase awareness and attendance at events.

2.3 Diverse Event Offerings: Introduce a variety of events catering to different interests
and demographics to ensure inclusivity and broad appeal.

2.4 Strengthen Partnerships: Collaborate with local businesses, organizations, and
stakeholders to create mutually beneficial opportunities and enhance event offerings.

2.5 Feedback and Improvement: Implement mechanisms to gather feedback from
attendees and continuously improve the quality and relevance of events.

These goals aim to create a vibrant and engaging events calendar that meets the needs and

interests of Bicester residents.
2.6 Please see Appendix 1 (Provisional Event Marketing Strategy 2025) for more

details.

3. Recommendation

The Working Party is RECOMMENDED to NOTE and COMMENT on this report.
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BICESTER TOWN COUNCIL

EVENTS WORKING PARTY FORWARD PLAN
Wednesday 29t Jan 2025

Christmas Light Switch On 2024 - Report

Christmas Light trail 2025 - Report
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