London Borough of Sutton
Event Notification and Management Process

Event** organiser submits combined Event Notification
Form/Risk Assessment to events @sutton.gov.uk.

\4

events@sutton.gov.uk reviews the event documents, liaising
with other Council departments and relevant agencies.

A 4

Event organiser contacts the
relevant services to make any
bookings/submit any other

applications as required.

events@sutton.gov.uk provides feedback (concerns from
services, any relevant advice, etc) to the event organiser
within 10 working days, and whether an Event Management
Plan is required.

No

) 4
Has an Event Management Plan been

A

No

requested?

Yes

v

The Event organiser completes Event Management Plan
template and submits it.

v

events@sutton.gov.uk reviews the plan and circulates to
Council services and members of the Sutton Safety Advisory
Group (SAG) for consultation.

v

Have events @sutton.gov.uk requested
that a SAG is convened?

I
Yes

v

events@sutton.gov.uk organises SAG meeting with event
organiser and SAG members, to discuss concerns and
address issues raised.

v

No

\ 4

Event organiser makes changes as requested to the event
planning. Once changes are made and any service/agency
questions are answered, events @sutton.gov.uk will consult
with services for final time.

v

Have all concerns been addressed?

Yes

v

The organiser proceeds with the event.

3-9  months
before event*

10 working
days later

2-3 months
before event*

2-3 months
before event*

2—4 weeks
before event*

*please note this is an
approximate timescale, which
will be dependent on the size
and nature of the event.

Key of Terms

**Event - For the purposes of this process, an “event” is generally defined as a planned activity that takes place on Council owned land/public
spaces, that is for the purpose of attracting revenue, support, awareness, and/or for entertainment purposes. Examples of events can be
found in the Event Manual.

events@sutton.gov.uk - The Events mailbox is monitored by the Council’s Emergency Planning team, who have responsibility for Events
Management, and will initially triage the information within the form.

Sutton Safety Advisory Group (SAG) - The SAG is a multi-agency group that can advise on safety aspects for public events that are

planned to be held in the Borough.
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