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Booking Information Guidelines 
 
In order to process and confirm a booking the following information is required: 
 

 Completed booking form with all necessary information.  
 
Some of the headings may apply to your event but please ensure that you provide as much 
relevant information as possible. 

 

 Detailed Risk Assessment Forms, highlighting all associated risks and their control 
measures; identifying how the risks will be managed.  

 

 Up to date Public Liability Insurance certificates, confirming the event/activity is covered. 
 

Introduction 

These guidelines have been written for people who want to hold a small event in a Park in 
Central Manchester. 

Fees   

In addition to an event fee, you will have to pay for any services we provide for your event and 
will need to pay for all reinstatement needed after your event is over. 

In your application please include the following details: 

 Type of event. 

Describe what the event is and give its full name if it has one.  

For all filming and photography detail where the content will be publicised and by whom 

 Dates and Times. 

Give the date and time that you would like the event to take place. If there are any 
alternative dates that you would like us to consider also, then give these details. 

Please ensure you give the actual times that the event will be running as well as access 
time and depart times. 

 

 Number of Participants. 

Give details of the number of people expected to take part or attend. 



 Your Organisation. 

State who is organising the event. We will also require you to provide the named and 
contact details of a named individual who will be responsible for the event on the day. 

 Previous Events. 

Give details of some events you have previously organized, especially if in Parks in 
Manchester. 

 Entry Fees. 

State if there is any entry fees and how you intend to collect this. 

 Name and address for invoicing. 
 

 Routes. 

If the proposed activity is a guided walk, sponsored run or walk, give details of the route 
you would like us to consider. We can assist you with this from routes previously used if 
need be. 

 Notice period. 

For small events, we recommend a notice period of approximately six weeks. If time is 
short, it is always advisable to ring before making a letter of application, as we cannot 
guarantee an immediate response and this may affect your planning time. For events 
between May and September it is advisable to submit your application as early as 
possible as these dates are particularly in demand and availability is often limited. 

 Assessing your application. 

The assessment criteria of your event application include: 

Would the event clash with any other? 

Will the organiser be able to meet the conditions of our local authority license? 

What time of year is it? 

How much lead time is there? 

Track record of the organiser?  

 Park regulations.  

If you wish to do any of the following as part of your event you must include a request to do so 
in your letter of application. (This will not guarantee permission being granted.) 

          Bringing vehicles into the park (other than on roads that are normally open to the public) 

Bring equipment or infrastructure into the park e.g gazeboes, mini marquees, generators 
etc 

Play music in the Park. 

All event organizers will be expected to do the following: 

        Remove all litter off site created by the event. 



        Adhere to the route and site plan agreed to prior to the event. 

        The organisers must provide us with a copy of their public liability insurance  

of  £10 million. Dependent on the event you are proposing to stage, this cover may need to be 
higher.  

Provide the park with evidence of your competence at organizing events e.g a method 
statement and a risk assessment. 

         Ensure that the supervision of children participating in the event is maintained at all times 
by competent adults. 

         Provide adequate stewards to run the event. 

         Make arrangements for first aid. 

Create a reinstatement plan identifying all areas of the site that could be affected by the event/ 
activity and detail the appropriate works and timescale for necessary works to be carried out. To 
be agreed at a pre-event site meeting and signed off post event site meeting.  

 

Acceptance of Proposal 

       When we are satisfied that your event can go ahead, we will write to you giving permission. 
The permission letter issued must be carried with you on the day of the event, should you be 
asked by a member of the parks team to show it. 

 
If you require any further information please do not hesitate to contact the above number. 
 

 

 


