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SECTION D
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FOL17/220: THE REGENT’S PARK FOOD FESTIVAL EVENT
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1. Introduction

1.1. The Event Organiser shall operate a commercial Food Festival event on Marylebone Green in The Regent’s Park and shall plan, promote and produce the event annually in return for a hire fee paid to TRP.  The event shall take place annually from 2018 to 2021 with the possibility of a one year extension.
2. What kind of events?

2.1. The event shall be primarily food focused and will:
· Have a diverse range of high quality food and bar offerings.
· Exhibit world leading chefs and restaurants.
· Promote a diverse range of world food and celebrate London as a food capital.
· Have interactive demonstrations and expert talks about culinary subjects.
· Incorporate bespoke food stalls and independent traders.
· Host hospitality and VIP areas.
· Have family appeal and accessibility.
· Promote a unique and enjoyable atmosphere.
· Celebrate the location of The Regent’s Park as one of London’s premier green and open space as well as its history and heritage.
2.2. TRP’s vision for the event is for it to be the premier outdoor food festival in London.
2.3. TRP wants the event to inspire and celebrate London’s multicultural and vibrant food industry and showcase the very best restaurants, chefs and producers of food and drink in the UK.
2.4. The event shall celebrate The Regent’s Park as a destination venue in the heart of the capital.
2.5. The event shall have a warm and welcoming atmosphere attracting, families, adult groups; London-based professionals, food industry experts/critics and culinary enthusiasts.

2.6. The event shall host respected and featuring high quality brands along side, independent businesses.

2.7. The event shall have a celebratory summer park atmosphere and which could involve both amplified and live music as forming part of the proposal.
2.8. The site has residential properties nearby that are sensitive to amplified noise.  The park also houses The Regent’s Park Open Air Theatre, which operates six or seven nights a week.  Although loud amplified music, concerts or music festivals would not be appropriate for this event, some music could be permitted if the delicate balance is struck between how loud an event can be, how late it finishes and for how long loud volumes are experienced.
2.9. The area of Marylebone Green is available as an Event Site and is outlined in Appendix 1.
2.10. The Royal Parks are managed to provide public access to open space.  Your event should be broadly consistent with this principle and therefore, whilst an element of invited and/or paid- for hospitality is expected, a minimum 85% of the total event capacity should be available to the general public, either free or paid-for.

2.11. The Regent’s Park generally closes at dusk.  Due to the proximity of local residents, the event will be permitted to start at 12:00 and must finish at 21:30.
2.12. All events should have an intrinsic artistic, aesthetic or cultural value to the public.  TRP will not support commercial propositions that we consider do not have any such value to the public.

2.13. The event should have a range of pricing options which make it accessible to a broad demographic.

2.14. The park is an English Heritage Grade 1 listed registered Park with a rich history, high profile and Green Flag status.  It is a park of regional and national importance.  The Event Organiser must have the capacity, experience and track record necessary to protect the landscape and deliver a popular, high quality and profitable event.

3. Role of the Event Organiser
3.1. The Event Organiser is responsible at their own cost for planning, promoting and producing all aspects of the event, to include:

· Devising the creative concept

· Sourcing potential traders and concessionaires
· Promoting the event, pricing and ticketing arrangements, marketing, securing sponsorship, press relations etc
· Procuring and supervising all traders, suppliers, sub-contractors, concessionaires etc
· Organising all logistical and operational matters to do with the event, including the management of health & safety and environmental protection on site

· All aspects of staffing and securing the event, including carrying out any recommendations of, or instructions from, the Metropolitan Police Service (MPS)
· Working with TRP to secure all necessary permissions
· Working with TRP to engage with and manage stakeholders
· Budget management, accounting, cash security, payment of all suppliers etc, receipt of all incomes etc
4. Licensing

4.1. TRP holds a Premises License for Marylebone Green which is with the City of Westminster.  A copy of the license can found in Appendix 2.

4.2. The Event Organiser must comply with all conditions set out in the License.
4.3. The Event Organiser will have a Designated Premises Supervisor (DPS) for the event.  The responsibility for the event DPS will need to be signed from the TRP DPS to your event DPS prior to the event.

4.4. If your event sells alcohol you must provide an alcohol management plan 28 days prior to your first day on site.  

5. Event production

5.1. The Event Organiser is responsible for and should budget for all aspects of the event production, including but not limited to: providing all infrastructure, power, toilets, water, cabins, barriers, fencing, 24-hour security, site management, traffic management, signage, crowd management, waste management, catering and welfare, accreditation and media management

5.2. The minimum standard required for infrastructure is outlined in the Event Safety Guide and other published industry guidance.  However, TRP aspires to high standards of customer comfort and welfare and therefore will sometimes require a higher specification than the industry minimum.  For example, in many circumstances TRP prefers events to have cabin style toilets rather than single units.

5.3. A full traffic management plan will be required for this event including the hiring of a competent and experienced traffic management company to facilitate vehicle movement in the park.
5.4. Site and traffic management are extremely important to TRP and the event traffic management company will be required to:

· Design and manage a holding area for all vehicles; 
· Schedule arrival and departure times of all vehicles to and from the holding area; and
· Design and deliver an efficient model for moving vehicles onto site from the holding area with minimum disruption to the park, roads, residents and public. 

5.5. Only white noise is permitted on all site vehicles.  No bleepers are allowed.

5.6. For budgeting purposes, the Event Organiser should assume that no utilities or services other than those explicitly stated in this Specification are provided by TRP or are pre-existing at the venue (including electricity, gas, water and sewerage).

6. Park protection and ecology

6.1. Marylebone Green provides habitat and foraging areas for many bat and bird species.  There are also adjacent areas of greater ecological importance around the borders.
6.2. The Event Organiser shall provide and implement a detailed ecological protection plan and engage suitably qualified persons to monitor and evaluate the success of the plan.  Measures must include:
· avoiding excessive light spill onto surrounding areas of the park
· avoiding damage to trees including compaction of root zones 

· identifying and protecting any trees that might provide bat or owl habitats
6.3. Tree protection is of paramount importance to TRP and the event proposal shall set out how trees will be protected from damage.  TRP will generally not permit anything to be hung in or fixed to trees unless there is no better alternative.  Please see Appendix 3 for TRP’s Arboriculture Guidance Document: Trees and Events.  Please also see Appendix 4 for guidance on the cost for damage to trees.

6.4. The Event Organiser shall set out how the physical landscape of the park will be protected, including avoiding driving on the grass as much as is realistically possible.  The proposal should therefore budget for a significant amount of temporary ground protection.
7. Health and Safety 

7.1. The Event Organiser will be required to demonstrate that all elements of the event comply with current health and safety legislation and relevant guidance.

7.2. The Event Organiser will therefore need to:
· Comply with all relevant Health and Safety legislation and guidance.

· Ensure that all required licenses and certificates are held and up to date.

· Keep the event site in a safe condition and keep working areas of the site secure against trespassers.

· Ensure the safety of all staff either directly employed by the Event Organiser or sub-contracted.

· Accept responsibility for the safety and security of visitors to the event.

· Accept responsibility for any loss or damage to any equipment at the event or any damage caused to the site itself.

· Ensure that a suitably competent person(s) is provided for health and safety for the event.

· Translate safety information as necessary and ensure that translation services are available (such as bi-lingual event supervisors) as required

· Ensure that there is an emergency evacuation plan for the site and suitable support for recovery from any emergency situation.

7.3. Management of health and safety also includes production of all event documentation to TRP and to The Regent’s Park Licensing & Safety Advisory Group (LSAG).  The Event Organiser is responsible for providing the following to TRP and to the LSAG within a comprehensive Event Management Plan and evidence of compliance with the Construction (Design and Management) Regulations.  As a minimum this will include:

· Site production schedule.

· Site plan (produced in CAD or similar) with location grid (to AO size).

· Collation of all contractor drawings, calculations and documentation as required.

· Risk assessments

· Traffic management plan (build, event, de-rig)

· Access and Egress arrangements as required

· Stewarding and security schedules

· Method statements

· Contact lists for key personnel

· Management structure

· List of all traders, exhibitors and similar

· Medical cover

· Emergency and contingency plans

· Food & Beverage arrangements

· Token or swipe card arrangements, terms and conditions of entry, policies, list of prohibited items.

· Customer service

7.4. Documentation should be provided in English in an electronic and hard copy format prior to any LSAG meeting.  Typically there will be one or two LSAG meetings and one  table top meeting prior to the event.

7.5. The Event Organiser is responsible for supplying the City of Westminster Environmental Health team with a complete list of all caterers at the event and their local authority registrations.

8. Insurance 
8.1. The Event Organiser shall manage all risks associated with the design, delivery and management of the event.  The Event Organiser must ensure that they have the minimum insurance cover in place:
· Public liability insurance  to include cover for an Act of Terrorism of £10m for each and every occurrence or series of occurrences arising out of any one occurrence.

· Product liability insurance of £10m for each and every occurrence or series of occurrences arising out of any one occurrence.

· Employers’ liability insurance of £10m for each and every occurrence or series of occurrences arising out of any one occurrence.
9. Access, equalities and diversity
9.1. The Event Organiser must provide appropriate facilities and access arrangements for people with disabilities.  Best practice is to consult with an appropriate disabled persons’ consultancy or organisation to identify requirements and suggestions.
9.2. The event must ensure that equality and diversity are fully taken into account in the design, planning and operation of the event.  This may include but not be limited to:
· Considering how to address equality, diversity and accessibility through the event, for example, through pricing, marketing, site design, outreach work, education projects and any legacy.

· Ensuring that staff and sub contractors’ staff are familiar with relevant statutory regulations.

· Ensuring appropriate equality training is given to managers and front-line staff who are employed in the delivery of the event.

· Implementing appropriate procedures to deal promptly and sensitively with complaints about discrimination, from staff or the public.

10. Sustainability

10.1. TRP aims to be a leader in the sustainable management of parks and open spaces in the UK.  In 2016 we published our 10-year Sustainability Strategy (Appendix 5). 

10.2. The Strategy is based around four key sustainability pillars: 

· Conserve and enhance the unique landscapes, built heritage and biodiversity;

· People, education, fairness and improving wellbeing;

· Mitigating and adapting to climate change: and 

· Sustainable growth - providing environmentally excellent and financially viable green open spaces to the public.

10.3. TRP is accredited to the Environmental Management Standard ISO14001.  We are keen to promote sustainable management of events and are implementing procedures in response to BS8901.

10.4. TRP has published the “Sustainable Events Best Practice Guide for Event Organisers” (Appendix 6) which must be adhered to. 

10.5. The event organisershall set out how the event will be planned and managed sustainably.  This will include but not be limited to:
· Sustainable procurement policies and standards;
· Using sustainable resources (i.e. “green” energy, sustainably sourced timber);
· Reducing, re-using or recycling waste products;
· Reducing vehicle and other transport emissions;
· Reducing energy requirements; and
· Employing locally based staff and providing training and mentoring opportunities.

11. Waste management

11.1. The internal event site and the external perimeter must be cleaned to a high standard.  The picking of litter generated from the event in these areas must be resourced appropriately throughout the duration of the event including the build and de-rig.  Litter collection and waste removal can either be negotiated with TRPs’ current contractor or you may prefer to employ your own contractor, or a combination of the two.
11.2. The Event Organiser shall remove all waste or litter from, and clean the immediate streets outside of, the park boundary up to Marylebone Road at its own cost.
11.3. Event Organisers shall recycle a minimum of 40% of all event waste. 
11.4. Waste produced at the event must be collected at times and locations to be agreed with TRP in order to ensure disruption is minimised. 

12. Grounds maintenance etc

12.1. TRP’s existing contractors will undertake any grounds maintenance, hard infrastructure works or arboriculture works that are required for the event (for example grass cutting, turf repairs, tree pruning, removal of park furniture and fittings, road cleansing).  The cost of these will be passed onto the Event Organiser.
13. Engagement 
13.1. TRP shall work with the Event Organiser to ensure stakeholders are appropriately engaged after contract award.  The Event Organiser should budget for time in participating in this process.
13.2. Stakeholders will include The Friends of The Regent’s Park, Crown Estate Paving Commission, London Zoo, The Regent’s Park Open Air Theatre, London Business School, park residents, concessionaires, neighbours,  local authorities/amenity societies and if necessary Transport for London and the emergency services.  You must not approach these parties for their support prior to contract award.
14. Policing, emergency services and local authority liaison

14.1. TRP will arrange and chair a Licensing & Safety Advisory Group (LSAG).  The purpose of the LSAG is to inform the emergency and statutory agencies about the event, to seek their advice, address any concerns they have, and to ensure that safety, security, emergency and contingency planning is coordinated between TRP, the agencies and the Event Organiser.

14.2. The Event Organiser is responsible for any costs levied by the local authority, transport providers, the Police, and other emergency services in relation to the event.  The agencies do not normally charge for attending meetings.
14.3. The Event Organiser should budget for provision for appropriate facilities for an Event Liaison Team (ELT).  Typically, this will comprise a cabin, possibly elevated, with workstations, power, internet capability and landline telephones.  Toilet and catering facilities should also be provided for ELT members.

15. Responsibilities of TRP 
15.1. TRP shall provide the Event Organiser with all reasonable access to the space in which the event is going to happen and exclusive use of that space, as is required for the event during the agreed hire period.

15.2. TRP will not charge for any time spent by our officials in attending meetings or events.  However we will pass on all third party costs we incur, such as services provided to the event by our regular contractors or concessionaires.

15.3. TRP shall maintain a Premises License (as described in section 4) for the duration of the contract.
15.4. The paths on Marylebone Green cannot currently accommodate vehicles over 7.5 tonnes.  Path protection should be used if heavy vehicles use these paths.  The Event Organiser will be responsible for any damage to paths as a result of the event.
16. Concessionaires

16.1. Car parking, catering, boating, deckchair and tennis court concessions operate in The Regent’s Park.  TRP will be responsible for liaison between the Event Organiser and our concessionaires.  Concessionaires should not be contacted directly by the Event Organiser. 
16.2. Where an event impacts on a concessionaires income, they will need to be compensated by the Event Organiser.  TRP will calculate the disruption costs/loss of income and pass this onto the Event Organiser for payment.  
17. Playgrounds

17.1. Marylebone Green contains a children’s playground.  This facility is open from 10:00 to 19:30.

17.2. Full access to the playground must be maintained throughout the Hire Period.  The Event Orgaiser sahll budget for any infrastructure required to facilitate this access, such as barriers, stewards or signage.  Toilets and stewarding shall be provided by the Event Organiserso that the playground toilets are not used by event. 
18. The Regent’s Park Open Air Theatre

18.1. The Open Air Theatre operates six or seven days a week throughout the summer, with one to three performances per day.  The theatre is sensitive to noise in the park; noise from the event must not be audible at the theatre.  If you propose amplified music, a plan must be produced by reputable noise consultants demonstrating that it will not be audible at the theatre or at residential properties.
19. Crown Estate Paving Commission
19.1. The Crown Estate Paving Commission manages some of the roads and pathways around The Regent’s Park.  The Event Organiser must engage with, and present event plans to the Commission.  Costs incurred such as for road closures, waste management or advertising must be separately agreed with the Commission separately and paid to them directly.
20. Marketing, Communications, and Public Relations

20.1. The Event Organiser is responsible for all aspects of marketing and promoting the event.  The Event Proposal shall include an outline Event Marketing and Communications Plan, which will be developed and Approved by TRP post contract award.  It should also include details of target audiences, how the event will be promoted to them and the marketing and communications channels to be used and your approach to social media.  Key messages about the TRP brand (see below) should be incorporated in the marketing campaign.
20.2. The TRP logo must be included on publicity material, with links through to the TRP website and social media channels.  TRP will help promote the event through its digital channels including the website, facebook, instagram and twitter.  

20.3. The TRP Communications Team will liaise with the Event Organiser to facilitate any press and media activity, and assist in media management.  All PR and communications activity must be Approved by TRP.

20.4. The Event Organiser will work closely with TRP to engage with stakeholders and residents, to help minimise and mitigate any concerns about the event.  

20.5. The Event Organiser must agree to share and pass onto TRP all customer details where that customer has agreed to receive promotional messages.  The required data format shall be agreed between the Parties following contract award.  The Event Organiser shall share with TRP all customer details (with appropriate tags indicating the customer’s agreement to opt in for their details to be shared with TRP) no later than one month after the Hire Period.

20.6. The Event Organiser and TRP shall work collaboratively on a crisis communications plan for approval by the core planning team.  The Event Organiser shall appoint a dedicated spokesperson for the event to make announcements in the event of an emergency situation.  All statements will need to be Approved by TRP.

21. Sponsorship and branding

21.1. The Event Proposal shall set out the Event Organiser’s approach to sponsorship for the event over the life of the Contract.  All sponsorship, and branding and activation associated with it shall be subject to TRP’s Approval.  TRP shall not permit Headline sponsors to be included in the name of the event.
21.2. No event branding, sponsorship, advertising or promotion of products, other than directional signage, should be visible by park visitors who are not attending the event.  This includes branding, sponsorship etc inside the site if, because of its height, it is visible across the park.
21.3. Visitors to the event should be aware that they are attending an event in a Royal  
Park, and event marketing and PR should include key messages (to be Approved by 
TRP) around:
· events supporting fundraising to conserve and enhance the Royal Parks;

· the benefits of the Royal Parks to London as unique urban green spaces; and 

· the importance of visitors respecting the parks.
21.4. In addition, event communications and marketing should include reference the history and heritage of The Regent’s Park to give people a sense of place.
22. Commercial rights

22.1. The Event Organiser will retain all commercial rights over the event.
23. Other benefits to TRP
23.1. You should budget for providing the following additional benefits to TRP free of charge:
(a) TRP’s logo included on printed and online publicity material (and link to our website);

(b) TRP branded scrim, banners or other advertising displayed at locations to be agreed around the event site;

(c) a minimum 300 complementary general admission tickets for TRP staff and guests (amount to be agreed);

(d) a minimum 100 VIP/hospitality tickets;

(e) space for TRP to offer two private hosted evening events for stakeholders, major donors and corporate partners, each for up to 100 guests.  The Event Organiser to provide drinks and food at their cost;   

(f) regular screening of a TRP promotional video at the event or on digital platforms; and
(g) an option to provide one exhibition space for TRP to promote the charity.
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