Timeline for events
	6 months before the event
	· Notification to Falkirk Council of planned major public event including location, dates, duration and capacity.
· Land/Venue booking to be made.

	4 months before the event.
	· Submission of application for public entertainment licence.
· Submission of draft event manual including emergency procedures and stewarding expectations.
· Submission of detailed site plans, including position of main event arena, access/egress points, temporary structures and on-site facilities.
· Submission of draft stewarding/security plan. 
· Submission of draft medical management plan.
· Submission of draft traffic management plan.
· Submission of emergency plan and evacuation plan.
· Submission of site-specific risk assessments and fire risk assessments, including details of any LPG usage.
· Details of any stalls, water points and litter picking plans.
· Details of emergency access.
· Details of primary contacts who will be responsible for ensuring all event plans are adhered to.
· Details of any parking requirements.

	3 months before event.
	· Applications for alcohol licences to be made (note – no Board in July).
· Submission of alcohol plan.
· Application for temporary traffic regulation order.
· Application for section 89


	2 months before the event
	· Submission of all trader names to Environmental Health.
· Attend first safety advisory group.

	1 month before the event
	· Attend licensing board if event is selling alcohol and the attendance is estimated to be over 1000.
· Attend second safety advisory group. 

	21 days before the event
	· If not already completed all final paperwork to be submitted.

	1 day before event
	· Possible site visit.
· Sound checks to be carried out in conjunction with representatives of the environmental health department.
· Stage checks to be completed by building standards

	1-5 days after event
	· Site check in line with land lease terms and conditions.




