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1.0 Introduction  

1.1 The Borough of Berwick-upon-Tweed Safety Advisory Group (BBSAG) 

has been set up to provide advice and guidance for people organising 

public events in the Borough.  

 

1.2  It is our aim to help make the Borough a safe place for everyone who 

attends or participates in a public event.  

 

2.0  Background  

2.1 History shows that when large groups of people gather in confined 

spaces at events which have been poorly organised, dangerous 

situations can arise which place the safety of participants and 

spectators in jeopardy.  

 

2.2 Infamous examples include the Hillsborough Stadium disaster in 1989 

and the fire at Valley Parade stadium, Bradford in 1985.  Following 

these two tragedies, new laws were introduced to increase safety in 

sports grounds and the Football Licensing Authorities and safety at 

sports ground advisory groups were set up or given new direction to 

promote safety at sports events.  

 

2.3  More recently, the Crime and Disorder Act 1998, Civil Contingencies 

Act 2004, community fire safety plans and health improvement plans 

have built upon the findings of the Taylor Report (published in the 

aftermath of Hillsborough and founded on the guiding principle that 

“………public safety must transcend all other issues”).  In order to 

make sure these acts, plans and reports are implemented, local 

authorities, the police, fire service and health authorities will work 

together to maintain the general safety of the community they serve.  

 

2.4  However, many public events are not covered by the strict controls that 

govern sports events, which leaves something of a gap where other, 

non-sporting public events are concerned.  That gap is filled locally by 
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the Borough of Berwick-upon-Tweed Safety Advisory Group (BBSAG) 

which has been set up to help ensure the safety of all public events 

within the Borough.   

 

2.5  BBSAG complements the work of the Borough of Berwick-upon-Tweed 

Crime and Disorder Reduction Partnership (CDRP) and the emergency 

planning authorities and shares their commitment to making the 

Borough a safe place for residents and visitors alike.  

 

3.0 Who is on the Borough of Berwick-upon-Tweed Safety 

Advisory Group (BBSAG)? 

3.1 BBSAG is made up of representatives from :  

 

·  Berwick-upon-Tweed Borough Council  

·  Northumbria Police  

·  Northumberland Fire and Rescue Service  

·  Northumberland County Council  

·  The Borough of Berwick-upon-Tweed Crime and Disorder 

Reduction Partnership  

 

3.2 The Group is currently chaired by the Borough Secretary, David Cook.  

 

4.0  What does BBSAG do? 

4.1  We provide advice and guidance to individuals and organisations who 

are planning a public event – ranging from small fun runs to major 

public gatherings.  The advice we give is in addition to any legal 

requirements and government guidance.  

 

4.2  By working together, we can ensure that we give consistent safety 

advice and achieve a minimum standard of safety at events.  
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4.3  We provide a focal point for discussion between the Council, 

emergency services and other relevant organisations to develop best 

practice for the safe management of all types of public events.  

 

4.4  If necessary, we will use our collective influence and power to prohibit 

events which we consider are or will be unsafe.  

 

4.5  We have agreed contingency plans for dealing with public events.  

 

4.6  We make recommendations for future safety improvements following 

an event.  

 

4.7 We maintain a database of all events that we are told about or that are 

brought to our notice in other ways.  

 

5.0 BBSAG’s aims and objectives 

5.1 BBSAG aims and objectives are as follows :  

 

·  To provide advice and guidance on event safety issues for event 

organisers  

·  To establish effective working relationships with event 

organisers  

·  To develop a culture of good practice and raise the level of event 

safety expertise in the community  

 

6.0 BBSAG Meetings  

6.1  BBSAG’s calendar of meetings for the remainder of 2007 is set out 

below : 

 

·  Wednesday 18th July 2007 

·  Wednesday 19th September 2007 

·  Wednesday 14th November 2007  
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All meetings begin at 2pm and are normally held in the Council’s 

Committee Rooms at Wallace Green, Berwick-upon-Tweed.  These 

meetings are open to the public unless otherwise stated.  The 2008 

calendar will be agreed at the 14th November BBSAG meeting.  

 

6.2  The main purpose of each meeting is to discuss safety issues for 

particular events.  It is usual practice for event organisers to attend 

BBSAG meetings to discuss their event safety plans with the Group.  

 

6.3  BBSAG meetings can be convened at short notice in exceptional 

circumstances, but preferred arrangements are for event safety plans 

(see the appendices to this guide) to be submitted to the BBSAG 

chairman 3 or 6 months prior to the date of the event, depending on the  

size of the event.  

 

6.4 The Chairman is responsible for the preparation of the agenda and 

circulation of minutes for all BBSAG meetings.   

 

7.0 Funding  

7.1 BBSAG does not have a dedicated budget.  The small costs generated 

by SAG, including printing, stationery and training costs, are normally 

met from the Council’s Civil Contingencies/Emergency Planning 

Budget, although contributions from other partner organisations will be 

sought where necessary.  

 

Working with Event Organisers  

8.0 As the event organiser, what do you need to do? 

8.1 We want to help you make your event as safe as possible.  To help 

achieve that objective, we’d like you to provide us with information 

about your event so that we can give advice about the level of risk to 

public safety and on ways to address that risk.  
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8.2  As the event organiser, you have overall responsibility for making sure 

that the event proceeds safely and without incident.   This means 

ensuring that all aspects of event safety planning are taken care of.  

This may seem like an onerous task, but evidence of competent event 

safety planning will help protect you if something does go wrong.  If you 

don’t feel that you have the expertise, experience or knowledge to lead 

on the preparation of event safety plans and risk assessments, you 

should consider engaging a professional health and safety adviser to 

do this for you.  Although there will be a cost, consider it an opportunity 

to ‘spend and save’ – not only in terms of ensuring the job is done 

properly; it also means that if you repeat your event in subsequent 

years, you will have ready-made plans which only require minor 

amendment to make them fit for purpose.  

 

8.3  A number of documents are attached as appendices to the guide.  

These documents include the following :  

(a)  Event Safety Plan template  

(b) Event risk assessment guidance notes  

(c) Event risk assessment template  

(d)  Safety inspection checklist (before the event) 

(e) Safety inspection checklist (after the event)  

 

8.4 As the event organiser, you should complete documents (a) 

(event safety plan form) and (c) (event risk assessment template) 

and send these to the chairman of BBSAG 3 or 6 months before 

the date of the event.  

 

8.5  It is likely that you will be invited to attend an appropriate meeting of 

BBSAG to discuss your event proposals.  

 

8.6 Documents (a) and (c) can be submitted to the chairman in either 

electronic or paper copy format.  

 

8.7 The correspondence address for the BBSAG chairman is :  
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David Cook 

Chairman 

Borough of Berwick-upon-Tweed Safety Advisory Group  

c/o Berwick-upon-Tweed Borough Council  

Council Offices  

Wallace Green  

Berwick-upon-Tweed  

Northumberland  

TD15 1ED  

 

Telephone (daytime) : 01289 301716 

Mobile : 07961 441 509 

Fax : 01289 330540 

Email : dc@berwick-upon-tweed.gov.uk  

 

9.0 What happens next? 

9.1 For small events, we will make a note of your plans and possibly send 

you some safety advice.  Normally we will not take any further action.  

However, in some cases we will ask you to change some of your 

arrangements to help improve the organisation and safety of your 

event.  

 

9.2 For medium and large events, which generally have more complex 

arrangements, we will take a more active role and will usually invite you 

to attend a BBSAG meeting to discuss your event proposals, having 

previously received your event notification form and risk assessment 

template.  
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Expected Standards  

10.0 Minimum Safety Standards  

10.1 All events are different, and it isn’t possible to provide specific guidance 

for every eventuality.  However, there are minimum safety standards 

that must be met and these are explained below.  You should set these 

out clearly in a plan for your event.  “The Event Safety Guide” will assist 

you with your event safety planning (see page 17 “Useful 

Publications”).  

 

11.0 Who is responsible for safety at a public event? 

11.1 The event organiser and/or landowner are responsible for safety at 

public events.  We strongly recommend that you take out a public 

liability insurance policy (and any other appropriate insurance policy) to 

cover your event.  

 

11.2 We also expect you to have a named person who is responsible for 

safety at your event.  For larger events this may be a dedicated safety 

officer with a support team.  

 

12.0 Risk Assessment  

12.1 A risk assessment is a careful examination of what is likely to cause 

harm to people and an explanation of the measures that you will need 

to put in place to reduce or eliminate those risks.  A risk assessment is 

also a way of identifying hazards and recording the action taken to 

reduce them.  

 

12.2 Undertaking a risk assessment should be one of the first and most 

important steps in planning your event.   This will help you to ensure 

that you have adequate health and safety measures in place.  You may 

find it helpful to refer to the “Five Steps to Risk Assessment” document 

listed under the “Useful Publications” section, and to the Risk 

Assessment Guidance Notes attached as an appendix to this guide.  
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12.3 Your risk assessment should be recorded on the risk assessment 

template (also attached as an appendix) which should be completed 

and returned to the BBSAG chairman together with the event safety 

plan form.  

 

13.0 Stewards  

13.1 You must have enough stewards for the size and type of your event.  It 

is vital that stewards are properly briefed about their roles and 

responsibilities.  Stewards should be provided with high-visibility 

tabards for easy identification and radios for on-site communication.  In 

addition, there should be at least one control point which is staffed at all 

times.  This will provide a focal point for the emergency services if 

required.  Equally important is a reliable method of communication with 

the public.  This is vital if the site has to be evacuated.  

 

14.0 Evacuation  

14.11 Your event safety plan must include a site evacuation procedure.  For 

indoor events, it is worth checking whether the building you intend to 

use already has an evacuation plan in place.  This is far less likely for 

outdoor  events.  

 

15.0 First aid and medical treatment  

15.1 You are responsible for ensuring that an appropriate number of 

qualified first aid staff are on duty at your event.  

 

15.2 For further advice on the level of first aid/medical cover required, 

please contact :  

 

·  St John Ambulance – 0191 273 7938 – www.sja.org.uk  

·  North East Ambulance Service – 0191 273 1212 – 

www.rneambulance.nhs.uk  

·  British Red Cross Society – 0191 273 7961 – 

www.redcross.rog.uk  
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16.0  Fire arrangements  

16.1  You must agree arrangements for fire prevention, detection and control 

with Northumbria Fire and Rescue Services before your event.  

 

For further information please contact : Danny Stephenson, Fire Safety Officer 

with Northumberland Fire and Rescue Service.  

Tel : 01289 330753 

Email : dstephenson@northumberland.gov.uk  

 

17.0 Signs 

17.1 You should provide directional and information signs at your event.  

Consideration should also be given to providing multilingual signs.  Any 

temporary signs on the highway will need to be approved by the 

Highways Authority. Tel : 08457 50 40 30 or 0121 335 8300 or email 

ha_info@highways.gsi.gov.uk.  

 

18.0 Road Closures  

18.1 Closing a public highway can be a complex legal matter.  If your event 

requires part or all of a public highway to be closed, you will need to 

make an application in writing to the Borough Council.  

 

18.2 Only closures of roads or streets will generally be considered and there 

may be a cost where a road closure order is granted.  

 

18.3 For further information about road closures, please contact the 

Assistant Solicitor in the Borough Council’s Legal and Democratic 

Services Unit on (tel) 01289 301713 or by email pjn@berwick-upon-

tweed.gov.uk  

 

19.0 Licensing  



 
Borough of Berwick-upon-Tweed                                                   A Guide for Event Organisers 
Safety Advisory Group  

13 

19.1 Organised entertainment (eg : theatre, plays, cinema, films, music, 

dancing, facilities for making music and dancing, indoor sporting 

events, boxing and wrestling) held in a public place or in a private place 

to which the public are given access or any event where alcohol will be 

supplied will almost always require a licence, which will normally be 

available from the Borough Council.  

 

19.2 For further information please contact the Council’s Licensing Team on 

(tel) 01289 301836/301804 or by email to licensing@berwick-upon-

tweed.gov.uk.  

 

20.0 Security  

20.1 You must ensure that special security measures are in place if, for 

example, you have VIPs attending your event or large amounts of 

cash.  Northumbria Police can advise you on this issue.  Because of 

the recent increase in terrorist activity you should also check the 

website of the National Counter Terrorism Security Office 

(www.nactso.gov.uk) to find out whether you need to put in place any 

additional security measures.  

 

 

21.0 People with disabilities  

21.1 You must ensure that all the arrangements you make, including 

emergency procedures, take into account the needs of disabled 

people.  

 

22.0 Environment  

22.1 You must consider environmental issues when planning your event.  

For example, consider whether the site is suitable for the type of event 

you are planning, and take account of local concerns such as noise, 

litter, parking etc.  
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22.2  For further advice about the environmental implications of your event, 

please contact the Borough Council’s Environmental Health team on 

01289 330044.  

 
23.0 Facilities  
 
23.1 You must decide what facilities will be needed at your event, such as 

hot and cold drinks, toilets, PA system, lighting and tents.  

 

24.0 When things go wrong 
 
24.1 Remember - as the organiser of the event, you are responsible for the 

safety of everyone who is involved. If anyone is hurt or injured because 

of your negligence you may have to account for your actions in a court 

of law. 

 

24.2 If an incident does occur at any event in the Borough, the BBSAG will 

ask :  

 

·  were adequate plans in place to manage a major incident? 

·  were the emergency plans published? 

·  were there enough emergency service resources on site? 

·  was there a detailed casualty treatment, management and 

·  evacuation plan? 

·  were the emergency plans properly explained and tested? 

·  was there a clear chain of command and control? 

·  were communications between key personnel and the crowd 

adequate? 

 

25.0 And Finally ……………….. 

25.1 This guide is intended to help you fulfil your responsibilities as an event 

organiser.  However, your should augment the information provided by 

other reading including the items listed in the ‘Useful Publications’ 

section.  
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25.2 The BBSAG will not be held responsible for any deaths, loss or 

damage to property arising as a consequence of your event.  It is your 

responsibility to ensure that you take the necessary steps to protect 

yourself from liability. 

 

25.3 We hope you find this guide to be a useful tool, and wish you a 

successful event.  

 

26.0 Safety Checklist  

Have the following key personnel been identified? 

·  event organiser 

·  safety manager 

·  chief steward 

·  stewards 

 

Has relevant information been provided? 

For example, maps, plans, drawings, details of electric and gas 

installations, and an outline programme of events. 

·  Do you know how many people are expected at the event? 

·  Has a risk assessment been carried out? 

·  Have you consulted the Highway Authority? 

·  Have you organised exits and entrances? 

 

Are they: 

·  controlled? 

·  stewarded? 

·  signed? 

·  suitable for disabled people? 

·  suitable for prams and pushchairs? 

 

Have you organised stewards? 

·  do you know how many you need? 
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·  are they trained and briefed? 

·  are they clearly identified? 

·  are they covering key areas such as exits, entrances and barriers? 

 

Do all your arrangements meet the needs of disabled people? 

 

Have you organised communications? 

·  do you have a control point? 

·  who has radios? 

·  what are the call signs? 

·  can you communicate with the crowd? 

·  do you have a PA system or megaphones? 

·  do you have prepared announcements? 

 

Do you need barriers? 

·  what kind of barriers are they? 

·  how will the barriers be stewarded? 

 

Are you having fireworks? 

·  who is the named person responsible for the fireworks? 

·  are they competent? 

·  have you got the necessary licences? 

·  are you following the advice in the ‘Giving your own Fireworks Display’ 

booklet (see ‘Useful Publications’) 

 

Do you have emergency procedures in place? 

Have you arranged: 

·  fire fighting equipment? 

·  a way to make announcements to the crowd? 

·  a phone link from your control point to the emergency services? 

·  a list of key personnel, responsibilities and means of contact? 

 

Do you have an emergency plan? 
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·  does it cover everything? 

·  have you agreed it with the BBSAG? 

·  who will make the decisions during an emergency? 

·  how will you stop the event if necessary? 

·  do you have emergency routes, and are they signed? 

·  have you asked for advice from the emergency services about these 

routes? 

 

Do you have first aid facilities? 

 

27.0  Useful Publications  

 

The Event Safety Guide - A Guide to Health, Safety and Welfare at Music 

and Similar Events - The ‘Purple Guide’ ISBN 0 7176 2453 6 £20 HSG 195 

Date: 2002 Produced by the Health and Safety Executive 

 

Managing Crowds Safely - A guide for Organisers at Events & Venues 

ISBN 0 7176 1834 X £17.50 HSG 154 Date: 2000 Crowd safety at events 

including a section on Emergency Planning and procedure.  Produced by the 

Health and Safety Executive 

 

Giving Your Own Fireworks Display ISBN 0 7176 0836 0 £7.95 HSG 124 

Date: 2005 Advice to small clubs about displays for the public. Produced by 

the Health and Safety Executive 

 

Working Together on Firework Displays - A guide to safety for firework 

display organisers and operators ISBN 0 7176 0835 2 £8.95 HSG 123 

Date: 1999 More detailed advice about semi-professional/professional  

displays. Produced by the Health and Safety Executive  

 

Road Running Handbook No ISBN Number £4 Available direct from UK 

Athletics Book Centre  
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Safety and Sponsored Walks Leaflet. Produced by the Dept for Transport 

(Ref No T/INF261).  

 

The Good Practice Safety Guide for small and sporting events taking 

place on the highway, roads and public places – download from 

www.homeoffice.gov.uk (look for the  ‘News and Publications’ Section, and 

enter ‘Event Safety Guide pdf’). 

 

28.0  Useful Contact Details 

 

TSO Publications (The Stationery Office) 

PO Box 276 

London SW8 5DT 

Tel: 0870 6005522 www.tso.co.uk 

 

Health and Safety Executive 

Tel: Publications - 01787 881165 Infoline - 08701 545500 

www.hsebooks.co.uk www.hse.gov.uk 

 

UK Athletics 

Athletics House 

Central Boulevard 

Blyth Valley Park 

Solihull B90 8AJ 

Tel: 0870 9986704 
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UK Athletics Book Centre 

5 Church Road 

Bookham 

Surrey KT23 3PN 

Tel: 01372 452804 www.ukathleticsbookcentre.co.uk 

 

The Royal Society for the Prevention of Accidents 

(RoSPA) 

Tel: 0121 248 2063 www.rospa.com 

 

Department of Trade and Industry (DTI) 

For further advice, leaflets and posters on firework displays go to 

the Department of Trade and industry website: 

www.dti.gov.uk/publications 

 

 

 

This guide had been prepared by David Cook on behalf of the Borough of 

Berwick-upon-Tweed Safety Advisory Group (BBSAG), which comprises :  

 

·  Berwick-upon-Tweed Borough Council 

·  Borough of Berwick-upon-Tweed Crime and Disorder Reduction 

Partnership  

·  Northumberland County Council  

·  Northumberland Fire and Rescue Service  

·  Northumbria Police  

 

 

Guide Author : David Cook, Borough Secretary, with acknowledgements to the City 

of York ESAG  


