
 

WELWYN HATFIELD MULTI-AGENCY  

 

 

MULTI-AGENCY SAFETY ADVISORY TEAM  

COVERING THE WELWYN HATFIELD BOROUGH 
 

 
 

 

 
OPERATING PROCEDURE 

NOVEMBER 2017 
 

 
 

 

Contents  

 
INTRODUCTION AND PURPOSE OF THIS DOCUMENT ....................................... 2 

AIMS AND OBJECTIVES OF THE SAFETY ADVISORY TEAM ............................. 2 

MEMBERSHIP OF THE TEAM ................................................................................. 3 

Core Members ....................................................................................................... 3 

Invited Members .................................................................................................... 4 

Overlap with event planning teams ........................................................................ 4 

METHOD OF OPERATION ...................................................................................... 4 

Notification Process……………………………………………………………………...5 

Meeting Arrangements .......................................................................................... 5 

Agenda and minutes……………………………………………………………………..6 

In Performance and Monitoring Visits…………………………………………………..7 

Debrief and Learning from events……………………………………………………………………………...7 

REVIEW OF THE OPERATING PROCEEDURE…………………………………….....7 

 

  

Coordinator Alison Marston 
Tel: 01707 357925 

a.marston@welhat.gov.uk 



2 
 

INTRODUCTION AND PURPOSE OF THIS DOCUMENT 
 

This document sets out the latest operating procedure for the multi-agency Safety 
Advisory Team (SAT) covering the Welwyn Hatfield Borough (the Borough).  It is a 
statement of operating practice and shows how the team functions to achieve its 
stated objectives.  

For historic reasons, the term “Safety Advisory Team” has been used as distinct from 
“Safety Advisory Group”; this is to recognise the legal status that a Safety Advisory 
Group has in relation to football ground licensing.  

The Safety Advisory Team will receive information about any number of events of 
various types that are taking place within the borough, however it is recognised that 
it may be appropriate to set up a specific “group” to deal with a major event being 
planned in the Borough.  

 

AIMS AND OBJECTIVES OF THE SAFETY ADVISORY TEAM  

The Safety Advisory Team is not an event planning team or a “competent person” for 
the purposes of the Management of Health and Safety at Work Regulations. The 
team does not have legal powers or responsibilities and is not empowered to 
approve or prohibit events from taking place.  Event organisers have the legal 
responsibility for ensuring a safe event; however the organisations which make up 
the SAT may have enforcement powers to require event organisers to comply with 
their legal obligations.  Where these are utilised they are done so by the organisation 
concerned, not the SAT. Approval of the SAT is not needed to hold an event.  

Having an event considered by the Safety Advisory Team is not a substitute for 
obtaining suitable competent health and safety advice, or in case of an event 
organised or promoted by the council, advice from the council’s Risk and Resilience 
Officer.   

For the avoidance of doubt; in order to provide assistance, resource prioritisation and 
a proportionate approach, the aims and objectives of the multi-agency Safety 
Advisory Team (SAT) operating in the Welwyn Hatfield Borough are:  

Aim 
 

To obtain and share information in order to inform member agencies about events that are 
taking place in order to assist in multi-agency contingency planning within the Borough and 
where appropriate to enable each agency to consider any further action within their area of 
work. 

 

Objectives  
 

1. to provide a local multi-agency single point of contact for event organisers to share 
information regarding events  

2. to provide a mechanism to receive, share and disseminate information and intelligence 
amongst SAT partners and other relevant agencies  

3. to evaluate potential impacts of an event on their own organisation and the wider 
community  

4. to use information to inform and develop multi-agency contingency planning and 
contingency planning for their organisation. 

5. Each agency to highlight, upon request, and where possible to provide sources of 
potential further advice to event organisers  
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This statement of aims and objectives will be described and included in the minutes 
of each meeting.  
 
 

MEMBERSHIP OF THE TEAM  

SAT membership comprises “standing members” and “invited members” from 
various agencies operating within the Borough.  

 Standing members are agencies who are automatically invited to meetings 
and will receive a copy of each event notification form (ENF) which is received 
by the SAT coordinator. Agencies may request to become standing members 
by asking for all ENFs to be sent to their SPOC1.  

 Invited members are those agencies who in the opinion of the chair of the 
SAT, their deputy, the SAT coordinator or any standing members need to be 
sent copies of specific ENFs, other information or invited to specific meetings  

Standing Members 

The core membership of the team is drawn from the council, blue light emergency 
services and highway authority.  It is the agency/organisation who is the member 
and each organisation is responsible for sending appropriate representative(s) to 
meetings.  The agency SPOC is the person who will receive emails, ENFs and 
similar.  The agency contact is responsible for the appropriate 
dissemination/collection of information within their agency and to ensure the SAT 
coordinator is notified of a change of contact details.   
 

Organisation/Agency  Agency Contact/SPOC 

Welwyn Hatfield Borough 
Council  

Coordinator Licensing Support Officer 

Welwyn Hatfield Borough 
Council  

Chair 

Head of Public Health & 
Protection or  
Executive Director – Public 
Protection, Planning and 
Governance 

Welwyn Hatfield Borough 
Council 

Public Health & Protection 
(deputy chair) 

Team Leader (Public Health & 
Protection)  

Welwyn Hatfield Borough 
Council  

Emergency planning Risk & Resilience Manager  

Welwyn Hatfield Borough 
Council 

Licensing  Licensing Team Leader  

Hertfordshire Police  

Safer Neighbourhood Team  As nominated 

Event Planning As nominated 

Traffic Management As nominated 

Hertfordshire Fire & Rescue 
Service  

Operations As nominated 

Protection As nominated 

East of England Ambulance Service As nominated 

Hertfordshire Highways As nominated 

Hertfordshire County Council Trading Standards  As nominated 

Highways Agency  As nominated 

Welwyn Hatfield Council corporate property Estates Manager 

 

                                            
1
 SPOC – Single Point of Contact  
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Agencies are free to change their representative or SPOC according to the event 
being considered, but it is the responsibility of the agency concerned to notify the 
SAT coordinator of any such change. Any change of the core membership will be 
noted in the minutes of the next meeting.  

Whilst they may be present at meetings, the event organiser is not part of the SAT. 

 

Invited Members 

Invited members include those drawn from the following list of organisations (this is 
not exhaustive and other agencies/organisations may be contacted if appropriate) 

Welwyn Hatfield Borough Council Hackney carriage/taxi enforcement  
Welwyn Hatfield Borough Council Building Control  
Health and Safety Executive  
Network Rail  
First Capital Connect 
Public Health England   
Hertfordshire County Council Emergency Planning 

British Transport Police  
Neighbouring local authorities 
Bus and coach providers  
Welwyn Hatfield Borough Council parking services 

Overlap with event planning teams 

The responsibility for organising and running a safe event rests entirely with the 
event organiser who may form an event planning group to help plan and deliver an 
event. The SAT operates separately from any event planning groups that may be in 
place to plan for delivering events.  

It is however recognised that agencies may need to be involved in both event 
planning and the SAT.  Where this is the case, it is the responsibility of member 
agencies to ensure that appropriate governance arrangements are in place to avoid 
any confusion or conflict of interest (either actual or perceived). 

 

METHOD OF OPERATION  

It can be difficult to strike the right balance in deciding which events should be 
considered by SAT.  The guiding principle is that events presenting a significant 
public safety risk (whether in terms of numbers of people attending or the nature of 
the event and/or the challenge of the environment) should definitely be considered.  
Small events like village fetes, where large numbers are not expected and/or the 
event is routine in relation to the activity normally carried out, will usually only be 
cascaded for information. The SAT also distributes requests for filming to be carried 
out in the borough which have been received by the council communications team. 

The SAT generally operates using email communications, coming together for 
meetings as requested or deemed necessary.  
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Notification Process 

Event organisers cannot be compelled to submit notifications to the SAT. Notification 
is however encouraged and information has been placed on the council’s and other 
agencies’ websites.  

Notification is usually by way of an ENF (Event Notification Form) sent by the 
organiser/venue to the SAT coordinator either by post or email.  

On some occasions, it may be that although an ENF has not been received, 
intelligence suggests that an event may be taking place or be in planning. On such 
occasions, member agencies may refer the matter to the SAT coordinator/chair and 
request that a SAT meeting takes place.  

In order to receive appropriate information, event organisers are encouraged to 
provide details of their event at the earliest opportunity.  As a general rule to be of 
any practical value, the SAT will require notification at least 3 months in advance of 
the proposed event taking place, significantly longer in the case of a major event 
such as an outdoor music event.  

The SAT coordinator will circulate the ENF to appropriate SAT partners (core and 
invited members) by email along with any other documentation which has been 
received regarding each event. Where possible this will be done in batches to avoid 
multiple emails.   

Comments are requested by return email: non response will be assumed to 
indicate no observations/comments.   

This process is shown in Appendix A) WHBC councillors will also be periodically 
notified of ENFs that have been received, but will not be sent copies of the actual 
ENFs.  

The Event Search Form (Appendix B) will be used by the SAT coordinator to help 
provide background information to an event; this will be supplemented by specific 
and general intelligence and information from partner agencies, event organisers 
and the venue.  

The Event Screening Form (Appendix C) will be used as an initial basis for 
determining the indicative level of SAT involvement required; on this basis a meeting 
of the SAT may be requested.  

Records relating to each ENF and any actions taken received will be kept by the 
SAT coordinator on the M3 computer system   

 

Meeting Arrangements 

Any member of the SAT may request a meeting to discuss an ENF, proposed event 
or other matter; such meetings will be arranged by the SAT coordinator.  The venue 
for each meeting will be appropriate for the nature of the meeting and site visits may 
be undertaken. Member organisations are responsible for their own employees’ 
health and safety when undertaking site visits.    

The SAT may request that the organiser of an event attends a meeting to explain 
their plans in more detail.  Alternatively the meeting may be a closed ‘Technical 
Session’ to consider details of a proposed event. 
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For large events, and with the agreement of the team, “sub groups” may be 
instigated to look at specific issues, for example in relation to venue access/egress 
and traffic management.  

Agendas and minutes  

Each meeting will be to an agenda published in advance of the meeting commencing 
(example agenda shown in Appendix D); with minutes recorded and circulated to all 
SAT members who attended or sent apologies to the meeting.  Members are 
responsible for the cascade of minutes within their own organisation, obtaining any 
relevant authorisations from their own organisations and any relevant/appropriate 
follow up by their organisation in light of the meeting. A record of meeting 
attendance, with contact details will be compiled and may be circulated with the 
minutes. Any member not wishing their details to be circulated must advise the SAT 
coordinator.  

Minutes of meetings and materials generated may carry an appropriate protective 
mark depending upon their content. This may include information which contains 
sensitive personal data, commercially sensitive information, confidential information, 
legally privileged information or information subject to non-disclosure provisions. 
Member agencies are legally responsible for ensuring such materials are 
appropriately stored and handled and not subject to inappropriate disclosure. Should 
Freedom of Information requests be received, (or the minutes need to be shared for 
any other reason) then any operational information, intelligence, or information 
regarding police tactics etc must not be shared unless there is a lawful reason to do 
so.  

The SAT will use multi-agency headed paper and correspondence from the group 
will generally be issued via the SAT coordinator. The logos represent the 
core/supportive Authorities and agencies that may work within the SAT for a multi-
agency approach. Member agencies may sign letters in their own name on behalf of 
the group.  Any verbal advice should be subsequently summarised in writing and 
records should be maintained of all correspondence. Correspondence not issued 
directly via the SAT coordinator, should also be copied to the SAT coordinator, so 
that comprehensive records relating to SAT can be maintained at one source. 

Organisers who fail to engage with the SAT may find that they do not have the 
support of the member agencies for their event and this may invalidate their 
insurance for the event. In order to support a general duty of care the SAT may 
decide to inform insurance companies and others that an event does not have the 
support of the SAT.   

Individual member agencies continue to maintain their own enforcement 
responsibilities and may, following a SAT meeting, take up specific issues with event 
organisers/venues. This may include offering informal advice and guidance, 
signposting to sources of information or expert assistance or formal enforcement 
activities.  Such work is separate to and falls outside the aims and objectives of the 
SAT and is therefore carried out according to the agencies’ own operating 
procedures and enforcement policies.  
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In performance and monitoring visits  
 

The SAT may undertake (or request colleagues from member agencies to undertake 
and report back) a visit during the event to monitor the event, and to facilitate future 
learning.  

Debrief and learning from events  
 

The SAT may organise multi-agency debriefs following an event; these will be written 
up by the SAT coordinator and made available to member agencies.  

 

REVIEW OF THIS OPERATING PROCEDURE 

This operating procedure is subject to an ongoing review and the last review was in 
2017. Each member agency is responsible for notifying the SAT chair of any 
changes/updates they consider to be required.  
The next scheduled review will be in 2019. 
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Appendix A:  Notification Process 
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Appendix B. Event Search Form  
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Appendix C.  Event Screening Form 
 
 

Event Screening Form 
 
Assessment 

 

Hazard   x   Confidence   x   History   x   People   =   Event Risk Score 
 

 Numerical score 

Hazard 
Minor injuries 

1 

Major injuries 

2 

Fatalities 

3 

Confidence 
High 

1 

Reasonable/no response ENF 

2 

Low 

3 

History 
Good 

1 

Acceptable/none 

2 

Poor 

3 

People 
<500 

1 

500 to 2.5k 

2 

>2.5k 

3 

 

 
Event Risk Score 

 

 

Results and guideline further actions 
 

< 10 no further actions 
 

10 to 27 further discussions with event organisers and probable need for 
site visit during the event 

 

> 27  consider not supporting the event unless further controls are put 
in place 

 
 
Summary of intended actions 
 

NFA required       Unable to support event 
 

Verbal advice provided/refer to specific agency  Meeting needed 
 

Letter to be sent with documented advice  Schedule for inspection 
  

Event Name:  ENF sent to SAT partners:  

Date:  # of responses  

M3 ref:    
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Appendix D. Example Meeting Agenda  


