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Event Specification
Yate Rocks!

Kingsgate Park Two Day Community Music Festival
Kingsgate Park, Elmore, Yate, South Gloucestershire BS37 4JG 
Since 2005, Yate Town Council has organised an annual free community music festival weekend in Kingsgate Park, held in June.  
The 18.7 acre park, positioned in the middle of South Yate, is full of mature trees with two lakes and a large natural playground.  It has an open space near one of the entrances, Elmwood, which lends itself to the positioning of a stage, with a large area for festival goers to sit.  Stalls for food, drink and community groups are positioned around the space and leading further into the park.  
The two-day event is usually held on the 3rd or 4th weekend in June (date agreed in advance to avoid other large events in the vicinity).  

On the first day of the festival, local bands perform and there is a variety of music interspersed with dance groups.  Previous festivals have seen audiences of up to approximately 7,000 people coming and going throughout the day. On the second day, local churches join together for ‘Praise in the Park’, followed by a Choir Showcase in the afternoon, with local choirs performing a range of popular music.  To date there have been minimal food stalls on the second day of the festival, as light refreshments have been provided by the local church. Those attending are also encouraged to bring a picnic.  This event is usually attended by approximately 500 people. 

Day 1 – Saturday, 12.00 noon till 20.00
 ‘Yate Rocks!’ in Kingsgate Park

Day 2 – Sunday, 10.30 till 16.00
Praise in the Park and the Great Choir Showcase
Event Specification Contents:
To note there are some duplication of arrangements for Day 1 and Day 2.  However, Day 2 is a much more low-key event.
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Day 1 ‘Yate Rocks!’ in Kingsgate Park


(a)
Event Arrangements

· To deal with licensing matters to a satisfactory conclusion, including obtaining a combined licence to cover both days, with a copy of all licences presented to Yate Town Council 2 weeks before the start of the event.  Relevant licences to be paid for by the Event Organiser and costs included with other items on the final invoice to Yate Town Council.

· To arrange for an MC, to provide information on the bands and dance performers attending the event and to promote relevant Town Council activities and events during appropriate gaps in music, as well as play background music during any breaks in performance;

· To arrange for sufficient stewards/volunteers on the day of the event. Arrange for stewards to be on hand to direct cars into the car park.  
· To arrange First Aid cover (for both days); 
· Provide regular progress updates at Yate Town Council Events Sub-Committee meetings at least 3 times per year;
· To liaise with the Friends of Kingsgate Park, local schools and other community groups as appropriate, ensuring that the event has a community focus;
· To adhere to the Sustainable Events Checklist (attached) where possible;

· To liaise with local pub, Yate Academy (car park), Friends Of Kingsgate Park and local businesses where necessary.
(b)
Infrastructure 

· To agree layout of the festival with the Yate Town Council Events Sub-Committee;
· To organise, book and implement infrastructure/equipment for the event.  (E.g., stage, generator, toilets (discuss with Estates Manager to ensure compatible with current drainage system), car park, communications equipment, pa system, dance floor and recycling pods etc); 
· To organise appropriate back up for infrastructure/equipment in the event of breakdown or inclement weather conditions;
· To organise the appropriate security (and insurance) of infrastructure items;
· To confirm to the Events Sub-Committee that all arrangements have been made for the setting up of the festival 2 weeks prior to the event; 
· To organise litter and recycling collection and waste management at the site for the duration of the 2-day festival, making recycling a priority including provision of recycling bins on site during the even as well as litter picking throughout the event;
· To be responsible for the opening, closing and security of the vehicular access throughout the duration of the two-day festival;
· To set up a designated time slot and traffic lane for traffic movement in and off /of site;
· Site keys will be available for collection on the Thursday before the event and are to be returned to Yate Town Council by the Tuesday following the event;
· To liaise with the police/local first aid provider to cover health and safety issues.

 (c)
Festival Activities and Performers 

· Events organiser to seek and vet demos, giving priority to local bands/groups; 
· Approximately 8 local bands/groups are to be booked to perform at Saturday’s festival, interspersed with around 6 to 8 community performance groups;
· Bands/dance groups must be willing to perform free of charge as payment will not be made for their performances;  
· To pass details onto Yate Town Council by the end of March for the Events Sub-Committee to decide the final programme; 

· The ‘highlight’ act to be asked to play at the peak festival time between 3.00 - 4.00pm; 
· To liaise with all suppliers, acts and other bodies to arrange performances.  (E.g., to arrange bands, stalls and caterers).  
· Copies of all public liability from stall holders to obtained by the event organiser;  

· To book community-based stalls and commercial fun fair activities; (local information can be provided by the Town Council);
· To arrange appropriate and sufficient activities within the children’s/youth areas, in consultation with Yate Town Council (to include Armadillo and YTC’s Youth Provision provider).
· Onsite bar stalls to request ID for anyone that looks under 25;
· To arrange and provide refreshments for the performers.
(d)
Publicity

· To take responsibility for publicising the event (including preparing a poster suitable for in print and online) and for composing and distributing letters to residents and stakeholders within the vicinity of the park.  The poster/letter to be approved by Yate Town Council prior to distribution.  All of these to be made available 6 weeks prior to the event; 
· To highlight on all publicity materials that the event is free of charge.  All publicity to include Yate Town Council logo;
· To liaise with television/radio/newspapers to publicise the event; 
· Appropriate signage to be positioned by the Elmwood entrance on the day of the event.  Elmwood to be cordoned-off by 8.00am on both days of the festival;
· Appropriate signage to be positioned near car parking areas on the day of each event and removed after each event;
· To produce large posters (to be provided in physical and digital format at least 6 weeks in advance) showing programme of performers (and an explanation of the music each band plays) at the entrance points to the park.  
(e)
Finance

· Events organiser to ensure all business stallholders are issued with an invoice to cover their pitch fee, which is non refundable*, 4 weeks before the event and payable to Yate Town Council 1 week before the event.  (*subject to cancellation conditions when the event is cancelled by Yate Town Council)  Events organiser to take responsibility for collecting monies owed and passing them to the Town Council within one month of the event; 

· Where possible, events organiser to seek items free of charge or for a discounted rate due to the event being of a community nature; 
· To seek sponsorship and donations for the event and submit a list of potential sponsors / donors that have been approached;
· Liaise with the Town Council Estates Manager, where relevant, concerning site logistic matters;
· Advise the Town Council of the cost of all incidental items before booking.  (Eg. stage, generator, toilets, car park, communications equipment, pa system dance floor, recycling pods etc);

· To advise the Town Council of the cost of all suppliers before booking;
· To arrange appropriate insurances (to include £10,000,000 public liability insurance cover) and to obtain copies of insurances from those stallholders and performers attending the event
· To not exceed agreed contract rate.

Day 2 - Praise in the Park and Great Choir Showcase

(f)
Event Arrangements

· To deal with licensing matters to a satisfactory conclusion, including obtaining a combined licence to cover both days, with a copy of all licences presented to Yate Town Council 2 weeks before the start of the event;

· Liaise with church to organise morning praise programme and refreshments;

· Approach and liaise with local choirs, (adult choirs and junior choirs including local schools) agreeing song list and agreeing finale song for all choirs; 
· To arrange for an MC, during Choir showcase to provide information on the choirs attending and promote any relevant Town Council activities and events during appropriate gaps in music and to play background music during any breaks in performance; 
· To arrange for refreshments for performers (funded by donation to local church/ scouts/W.I and invoiced to Yate Town Council)
· To adhere to the Sustainable Events Checklist (attached) where possible ensuring the principles are promoted to stall holders.
(g)
Infrastructure 

· To agree layout of the festival with the Yate Town Council Events Sub-Committee;
· The following infrastructure/equipment remains from the Saturday and to be secured for the Sunday event.  (E.g., stage, generator, car park, communications equipment, pa system etc);
· To organise appropriate back up for infrastructure/equipment in the event of breakdown or inclement weather conditions;

· To organise the appropriate security & insurance of infrastructure items;

· To confirm that all infrastructure is confirmed to be in place prior to the event; To organise litter collection of the site for the duration of the festival, making recycling a priority;

· To be responsible for the opening, closing and security of the vehicular access throughout the duration of the festival; (Vehicles on site on the Sunday are minimal).
· Site keys will be available for collection on the Thursday before the event and to be returned to Yate Town Council on the Tuesday following the event.

 (h)
Festival Activities and Performers 

· Events organiser to suggest and secure approximately 6 to 8 community choirs for the Great Choir showcase event as directed by the Events Sub-Committee;

· Events organiser to liaise with the local churches in respect of the Praise in the Park service;
· Choirs must be willing to perform free of charge;  
· To arrange refreshments for the performers (Currently local church providing refreshment of tea/coffee/cake for a donation from yate town council);

· To pass details onto Yate Town Council by the end of March 2021 for the Events Sub-Committee to decide the final programme; 

· To liaise with all suppliers, acts and other bodies to arrange performance.  (E.g., to arrange choirs, stalls and caterers. (Currently minimal food stalls attend on the Sunday plus one commerical catering van) 
· Copies of all public liability from stall holders to be presented to Event Organiser.

(i)
Publicity

· To take responsibility for publicising the event (including preparing a poster) and for composing and distributing letters to residents living within the vicinity of the park.  The poster/letter to be approved by Yate Town Council prior to distribution.  All of these to be made available 6 weeks prior to the event; (Joint publicity for both days) – paper copy and digital copies;
· To highlight on all publicity materials that the event is free of charge.  All publicity to include Yate Town Council logos;
· To liaise with television/radio/newspapers to publicise the event; 
· Appropriate signage to be positioned by the Elmwood entrance on the day of the event.  Elmwood to be cordoned-off by 8.00am on both days of the festival;

· Appropriate signage to be positioned near car parking areas on the day of each event and removed after each event;

(j)
Finance

· Donation to local church for refreshments to be confirmed and paid by Yate Town Council (Sunday);
· To advise the Town Council of the cost of all suppliers before booking;

· To arrange appropriate insurances (to include £10,000,000 public liability insurance cover); (To cover both those days) To not exceed agreed contract rate.

· Events organiser to ensure any business stallholders are issued with an invoice to cover their pitch fee, which is non refundable*, 4 weeks before the event and payable to Yate Town Council 1 week before the event.  (*subject to cancellation conditions when the event is cancelled by Yate Town Council).  Events organiser to take responsibility for collecting monies owed and passing them to the Town Council within one month of the event.

Day 1 and Day 2
(k)
Health & Safety            

· Events organiser to provide Yate Town Council with a Health and Safety Plan, complete with Risk Assessments 2 weeks prior to the event.  This must include;

Health & Safety Plan:

Site location maps, car park positions, access and egress points, stage positioning, plan of food outlets, bars and attractions, event times and schedules, all licences and copies of all relevant insurance certificates.

Risk Assessments: Consider people at Risk and Control measures in place along with the severity of risk happening, points to consider;

People Movement - Emergency Evacuation, Crowd Dispersal, Public Order. 

Vehicle Movement on Site for Stall Holders – especially during the arrival and departure of stall holders to site 
Stalls - Incorrect installation, Merchandise blowing from stalls etc
            Inflatable Games - Incorrect use, Use of Generators etc
            Food Outlet Vans - Ill health, Fire, Rubbish etc

            Entertainers - Injury to Public etc

            Access/Egress - Slips/trips, Vehicle accident etc
            Rubbish - Slips/trips/fire etc

            Temporary Stage – Collapse, Fire, Power Supply, Performers Falling etc

            Fairground Attractions – Injury etc

            Marquees -  Fire/Collapse etc

           
Electrical Items – Tested, trailing cables etc

            Child Protection –(DBS) checks for missing children staff

· To liaise with the police/local first aid provider to cover health and safety issues;
· - To be responsible for ensuring that all participants/attendees adhere to health and safety and insurance requirements;
· To arrange for sufficient steward coverage on the day of the event as gauged by your risk assessment and possible advice from the police;  

· To arrange for sufficient steward coverage on the day of the event ‘off site’ in car parks, as gauged by your risk assessment and possible advice from the police.

· To implement system for lost children.
· All practices to be “within current government guidelines.” 

(l)
Post Event

(Yate Town Council will issue press releases and social media updates after the event.)

Event Organiser to provide a full written evaluation report, to include:
· What was successful and unsuccessful?

· General comments received regarding the event;
· Including donations, collected and pending;
· The general structure of the weekend and how it could be improved.

