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your community
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in Wiltshire

Your guide to organising  
a street party, community event  
or sporting event to celebrate  
the London 2012 Olympic Games 
or the Queen’s Diamond Jubilee



Introduction and Welcome

Next year will be a year of events celebrating the London Olympics, the Olympic Torch 
Relay and Her Majesty The Queen’s Diamond Jubilee. 

These events provide a real opportunity for all of us to celebrate 2012, to bring 
together our local communities to reinvigorate our local economy, showcase what we 
have and what we do so well and to ignite our strong and vibrant community spirit. 

The Olympic Torch will travel around the country ahead of the games starting. We know 
that the route will directly impact on many of our communities and that this will be a 
great opportunity for us as the worldwide media will be filming the route. 

It is likely that an event will also take place in the grounds of Salisbury Cathedral next 
May to celebrate Her Majesty The Queen’s Diamond Jubilee. All of the 20 communities 
representing Wiltshire have been invited to participate in this event, and to show their 
individuality and  history and what they do so well.

2012 will be a year of celebration and Wiltshire Council, working with other public 
services, hopes that all our communities in Wiltshire will make the most of this double 
celebration with events and parties across the county. To help make this as easy as 
possible, the council has produced a tool kit which provides guidance on how to hold a 
street party or community event, and how to participate in the Torch Relay. It sets out 
what you need to do if you want to hold an event to celebrate this once in a lifetime 
sporting event and the Queen’s 60th year on the throne.

One of the highlights next year will be the arrival of the Olympic Torch in Salisbury on 
11 July. There will be a major evening celebration at Hudson’s Field, just outside the city, 
to mark the occasion and a business and community festival to boost our local economy 
and showcase the talent that Wiltshire has. For 120 residents, July will also mark a once 
in a lifetime opportunity, as they hold the flame aloft for 300 metres as it makes its way 
through the communities in our county.

Neighbourhood events are a traditional part of our community life and they are a way for 
us to get to know our neighbours better. Wiltshire Council will make it easy for you to hold 
local community events, reducing form filling and red tape. We have produced this simple 
step-by-step guide on how to hold a community event or street party in your local area. It 
includes one simple form to let us know about your plans, so that you can get on with the 
work of organising your event and making it a success. Wiltshire has so much to be proud 
of and these events will provide further opportunity for us to bring together our local 
communities to showcase how strong, lively and special Wiltshire is.

Jane Scott OBE 
Leader, Wiltshire Council



Section 1

What do you need to  
run a community event?



This tool kit will be useful for planning street 
parties, community events, sporting events and 
any type of event where groups of residents get 
together. 

What’s the difference between 
a small event and a large public 
event?

A small community event
•	 For residents/neighbours only – where  

the event is self-organised
•	 Publicity is only to local residents
•	 No licences normally necessary if music is 

played at background levels and there is no 
sale of alcohol at the event.

•	 No formal risk assessment is needed

A large public event
•	 Anyone can attend – organised by 

professional/skilled organisers
•	 External publicity (such as in newspapers, 

community magazines)
•	 Licence is usually needed
•	 Insurance is needed
•	 Risk assessment will be needed

What do you need?

Organising small community events or a 
street party is very simple and generally does 
not include activities that need licences for 
selling alcohol or providing certain types of 
entertainment. If you want to have a pay bar 
or intend to provide live or recorded music at 
volumes designed to entertain an audience, or 
charge to raise money for your event, you will 
need a Temporary Event Notice which is a type 
of temporary licence and costs £21. 

If you need a Temporary Event Notice or 
would like to hold a large public event, please 
contact the Public Protection licensing team at 
at Wiltshire Council for further information and 
advice. The contact list is at the end of the pack.

If you would like to hold a small community 
event, sporting event, or fête on council owned 
land you can use the form in this pack to let 
Wiltshire Council know about your plans. 
Alternatively, you could go to the council’s 
website for an application form: 

http://www.wiltshire.gov.uk/
streetpartiesandfetes

The most important tip for holding a 
community event is to plan early, think about 
what you want to achieve and get in touch 
with us at least a month in advance. A good 
first point of contact will be Wiltshire Council’s 
corporate events co-ordinator on 01380 734698 
or corporateevents@wiltshire.gov.uk 

More helpful tips, advice and support for 
organising a successful event can be found on the 
Streets Alive website www.streetparty.org.uk and 
The Big Lunch website www.thebiglunch.com 

Do check them out, they’re great. 



What is a small community 
event or street party?

A community event is an event that’s solely 
for the residents of a particular street, village 
or town and is held in a communal area such 
as the village hall, Recreation Park, street/
road, pavements or a communal green open 
space.

For street parties it is traditional that the 
road is closed to traffic, allowing residents 
to meet and interact safely and without any 
traffic anxieties. As the party is on communal 
land, rather than on private property, it can 
be argued that the party is hosted by the 
community and not by an individual.

Food is usually eaten together, as a 
community, and it is customary that 
everyone contributes, thereby ensuring 
the cost does not fall to any one particular 
individual or group of individuals.

Quite often a number of activities or sporting 
games will take place, such as sack races, 
street cricket .

By its very nature, the traditional 
community event/street party is a private 
party.

Residents are automatically involved 
by the very fact of where they live and 
have to ‘opt out’ of involvement rather 
than ‘opting in’. The informal nature of 
the traditional community event means 
that it is usually led by an unconstituted 
group of residents with no formal 
officers, for example a chairman or 
secretary. 

However, we recognise that many 
communities may wish to hold a community 
event/street party that is open to all residents 
in the neighbourhood, not just those on a 
particular street. 

These are called ‘open’ events and may, 
for example, be held on a village green or 
communal park, or even at a community 
centre or in a church car park. As open 
parties operate on an ‘opt in’ basis and are 
open to anyone to attend, there are several 
extra factors that organisers need to consider. 
These will all be explained in detail within 
this guide. 

Open parties may need to be led by a 
constituted formal group such as a residents’ 
association, friends’ group, or church 
committee, although this is not necessarily a 
requirement.



Who will make your community 
event/street party happen? 

Community events and street parties are a 
communal activity and therefore need to be 
organised communally. The planning and 
organising cannot be left to one or two people 
alone, although one person may be nominated 
to act as the signatory and make any necessary 
applications. If there are only a couple of people 
planning the party it could cause resentment 
amongst others in the community who may see 
them as trying to take over or ‘run the whole 
show’. 

The best way to plan a community event/
street party is through a small working group, 
where the members share the tasks, thereby 
lightening the load and bringing different 
expertise and skills. Another advantage is that 
the more people you have actively involved in 
the planning, the more people will feel a direct 
ownership of the event. It is best to form this 
working party early on, ideally when you are 
first talking to other residents about the idea 
of having a community event – this also gives 
everyone who wants to get involved with the 
working group a chance to do so from the 
beginning. 

There is no need for the working group to 
be formal, or to have official officers such as 
an elected chairman or secretary. However, it 
can be helpful to map out the different skills, 
knowledge and experience. This will help when 
it comes to allocating tasks and deciding on 
who might sign for the group if application 
forms are needed. 

It is important that the working group makes a 
list of all the tasks that need to be completed in 
order for your street party to be a success. It is 
only when all the necessary tasks are identified 
that they can be shared out equally. 



Getting started and talking to 
your community 

Before you can start planning for your event 
you will need to speak to your community 
– ideally to as many residents as possible. 
With an open event this may be a bit more 
difficult as you will not be entirely sure who 
is going to attend but it will still be possible 
to speak to members of local community 
groups or perhaps even place some publicity 
or editorial in the local paper to see if 
there is sufficient support for a community 
event. Remember, community events are a 
communal effort and even though you may 
not know, at this early stage, many of the 
details for your proposed event it does not 
matter. Talking to your local community may 
help to generate ideas and shape the event 
to reflect the requirements of your residents. 

With a ‘road closure’ community event it is 
preferable to contact every resident to make 
them aware of your plans and so hopefully 
they will also help out with the planning 
arrangements. You can do this either by 
producing a short flyer or letter  
and delivering it to every household or, 
if your street is small enough, speak to 
residents door to door. 

Remember, you will need the agreement of 
the majority of your streets residents if you 
are wishing to hold a ‘closed’ community 
event that requires a road closure and 
overall you need to be realistic – if people 
just aren’t keen on the idea it may not be 
worth pursuing it.

You also need to take on board any concerns 
that people may raise during the initial 
discussion and be prepared to discuss these 
concerns with residents so that you can find 
an acceptable solution. For example; some 
residents may raise concerns over noise, litter 
or practical issues concerned with closing a 
road. You need to be able to present ways 
round these problems that are acceptable to 
all residents. 

Also, remember at this initial stage you need 
to be finding out who owns the land you 
intend to hold your party on – if you do not 
know already – so that you can approach 
them early to get their permission to hold the 
event.

In many cases the land will be owned by 
Wiltshire Council and therefore you would 
be required to fill out a Community Event 
Application Form for permission. This form is  
enclosed in this pack. 



The basics – entertainment  
and activities

The entertainment at your community event 
is really where the talents and abilities of your 
neighbourhood will come into play. For a 
community event/street party you don’t need 
to pay people to provide entertainment. There 
will be people who live in your community who 
have hidden talents; for example there may 
be a resident who plays guitar who would be 
prepared to play a few songs or lead a sing-
along, or someone who would agree to do 
some street juggling or something similar. 

It doesn’t really matter what it is, community 
events are about town, villages and neighbours 
coming together and sharing and celebrating 
the London 2012 Olympics Torch Relay or the 
Queen’s Diamond Jubilee. 

Through your street party you will no 
doubt discover numerous things about your 
neighbours that you did not know before.

Your working group may also want to look into 
what kind of structured activities or games that 
could be provided at your community event. 

These could include: 
•	 street cricket – a game the whole community 

can play; all you need is a bat, a tennis ball 
and a wheelie bin for the stumps 

•	 traditional races – such as an egg and spoon 
race or three legged race

•	 a street quiz – test the knowledge of 
local residents on your street and in your 
community 

•	 best dressed garden competition 
•	 fancy dress competition for the children – 

you may want to link this to the theme of 
the day, the Diamond Jubilee or the Olympic 
Games

•	 encourage residents of all ages to get 
involved with chalk drawing – directly onto 
the street

•	 tug-of-war, one side of the street against  
the other.



Fundraising 

Funding can be one of the biggest worries 
for communities wishing to hold events/street 
parties, yet it really need not be. The beauty 
of an event/ street party is that as long as 
everybody pitches in, there should be very 
few costs involved. Most requirements can 
be provided from within your community for 
little or no cost. However, if there are costs, 
for example insurance or the purchase of 
bunting, steps can be taken to ensure no one 
is left out of pocket. 

Few public funding options are available for 
community events/street parties, especially 
in these times of public sector austerity. This 
is a time to encourage good old fashioned 
community spirit and self funding. It would 
be hard to imagine council or lottery grants 
being allocated to residents holding ‘peace 
teas’ or jubilees back in the last century. You 
may want to approach your local area board 
and see if they have any funding allocated to 
support community events. 

It may not be wise to ask people at the first 
organising meetings to make a financial 
contribution, especially if individuals don’t 
know one another well. Rather look at 
options for recouping money on the day of 
the event itself. Raffles and tombola’s with 
donated prizes are popular; then there are 
penny races and home grown plant and 
produce swops with optional donations for 
charities and overheads. 

For raffles, if tickets are sold and the winners 
announced at the event, and if prizes are not 
worth more than £500, a lotteries license is 
not needed.

You could also consider asking local 
businesses to help sponsor your community 
event/street party, either through providing 
goods or services free of charge, or by 
donating cash towards the event. 



Section 2
Guidelines for  
organising an event



The following information includes guidelines 
that Wiltshire Council requires organisers of 
street parties and other small community events 
to follow and to agree to abide by. 

In addition, you must complete, sign and return 
the application form – a copy is available in this 
pack.

Insurance

Public Liability Insurance will not be needed 
unless you intend to use the following:
•	 bouncy castles or other inflatables
•	 fairground rides and stalls. 

Bouncy castles and similar attractions are 
acceptable subject to proper supervision, with 
separate Public Liability Insurance (minimum 
sum insured of £5 million) obtained from the 
operator/owner of the attraction and provided 
they locate the bouncy castle in a position in 
your street that allows emergency access at all 
times during your party (see section on ‘in the 
event of an emergency’).

Outside contractors such as caterers and 
entertainers will also need their own Public 
Liability Insurance, again a minimum sum 
insured of £5 million. As an event organiser, you 
are responsible for obtaining proof of the Public 
Liability Insurance for any contractors. These 
must be available for inspection at the event if 
requested by a Wiltshire Council officer.

Closing your road

The venue you select for your street party or 
small community event should not be a road 
that forms any part of the strategic network 
or a bus route. However road closures are the 
responsibility of the local authority and all 
applications for road closures must be approved 
by the council’s traffic orders team. The 
minimum requirement is that a ‘road closed’ 
sign be erected and that the Statutory Notice 
be displayed. However, diversion signage and 
barrier(s) may be required at each point of 
closure. In which case, suitable mobile barriers 
and cones should be erected, where necessary, 
to close your road to traffic while still allowing 
easy access for emergency vehicles. Also, each 
barrier must be supervised and maintained at all 
times by a clearly identifiable person under your 
authority and control. 

There will be no charge for small street party 
road closures.



Publicity

Firstly decide who you are inviting to the 
event – is it open only to residents who are 
members of a particular group, an entire 
street, or to the wider public? (see ‘Getting 
Started’). 

Money can be spent on printing flyers and 
leaflets to be posted through letterboxes. 
If money is an issue, try to secure editorial  
coverage in the local media, which is 
free, and/or approach a local printer for 
sponsorship. However, first work out how 
many flyers and leaflets you may need and 
see if those involved in the organising group 
have home printers and can share the load. 

Media coverage is sensibly delegated to 
a person used to writing press releases. 
Include details of who/what/where/when/
how in a press release for distribution to 
local newspapers and radio stations. Building 
personal contacts in the local media is really 
useful for publicity. 

Send out press releases ahead of the event 
to keep up local interest. Feature different 
details, such as any visitors or performers 
who would be of interest. It’s also worth 
arranging for a photographer from the local 
press to pop along to the event on the day. 

You must make sure that as many people as 
possible are aware of the date and time of 
your street party. A letter must be sent to 
all residents who might be affected in your 
road and neighbouring roads, making sure 
those who do not wish to take part are still 
kept regularly informed, particularly where 
access and parking is concerned. A copy of 
your letter must be submitted to Wiltshire 
Council, along with your application form 
to close the road. 

In the event of an emergency

As the organiser you must appoint one 
person to co-ordinate any necessary action 
in the event of an emergency. Duties include 
ensuring that road closed signs and any 
barriers and cones necessary are in place to 
allow access for emergency vehicles. Should 
the Emergency Services need access to your 
street, they will require a width of at least 
3.7m for emergency vehicles. You must 
ensure that the position of tables and chairs 
and other equipment allows sufficient space 
for access by any emergency vehicles. You 
must also ensure that hydrants are easily 
accessible.

Use of barbecues

The following minimum requirements in 
public open space must be undertaken but 
are subject to any further measures that may 
be appropriate:
•	 Use only manufactured barbecues  

(i.e. not homemade with bricks etc).
•	 If you are cooking with fire you need to 

have a fire extinguisher handy and know 
how to use it. 

•	 The area must be supervised at all times.
•	 The barbecue area must be cordoned off.

Fireworks and bonfires

Please note that under no circumstances 
will it be permissible to have any bonfires or 
fireworks of any nature at your community 
event or street party if held on Wiltshire 
Council land.



Wet weather

The weather can never be relied on and so plan 
ahead. Check weather reports, especially the 10 
day forecast before the event. If rain seems likely 
you may want to explore the following options:
•	 gazebos – shelter people from the rain, but 

are not effective in windy conditions 
•	 marquees – provide good shelter, but can be 

expensive to hire 
•	 village/church/community hall – if your event 

doesn’t already involve a local venue it could 
be booked as ‘plan B’ 

•	 soldier on – most people have umbrellas and 
wellies and may be happy to carry on 

•	 cancel or reschedule – not an ideal option. 
Think about letting everyone know and then 
promoting the new date. The weather might 
not be nice for the new date either. 

Street decorations 

If you intend to decorate your street with flags 
and bunting, you are required to adhere to the 
following instruction;
•	 no bunting to be strung from telegraph poles
•	 no bunting to be strung across the road from 

lamp posts
•	 any bunting must be at least 18 feet (5.5 

metres) from the ground and must be easily 
breakable.

Intoxicating liquor

If you anticipate that intoxicating liquor will be 
consumed at your community event or street 
party, there are basically two methods by which 
it may be provided, either people attending 
supply their own or someone may sell it.

Supplying their own

This is by far the simplest method and is not 
dissimilar to having a party at your home where 
guests may bring their own drink. A premises 
licence is not required as long as no intoxicating 
liquor is for sale.

If you wish to sell alcohol at your event, you will 
need to apply for a Temporary Event Notice, 
provided your event will not exceed 499 people 
on site at any one time.

An application form can be obtained by 
opening the following link: 

http://www.wiltshire.gov.uk/
temporaryeventnotices.htm. 

Under the Licensing Act, sale does not just 
mean an exchange of money for goods. It can 
include such arrangements as ‘buy a ticket to 
the function, get free drink’, ‘selling raffle tickets 
with alcoholic drinks as prizes’ or any other 
scheme whereby intoxicating liquor is provided 
as part of the transaction.

Street collections for charity at 
your street party

If you want to collect money or sell articles 
in any street or public place for the benefit of 
charitable or other purposes, then you must 
have a street collection permit issued to you by 
Wiltshire Council. 

An application form can be obtained by 
opening the following link  
http://www.wiltshire.gov.uk/streetcollections



Noise

Your attention is drawn to the Control of 
Pollution Act 1974 which states that no 
loudspeaker or PA shall be used after the 
hours of 9pm in a public street. It would be 
appreciated that any music played during 
your community event is kept at a reasonable 
level to avoid any annoyance to the 
neighbours in your neighbouring streets who 
may not be joining in your party. Any request 
or instruction made by a Police Officer (PO) 
or Environmental Protection Officer (EPO) to 
reduce your noise levels or to cease playing 
music in the street must be complied with.

Litter

Every organiser will be responsible for 
clearing of all waste and equipment from the 
street at the end of the event. As the event 
is a community event organised by residents 
and attended by residents within the street, 
the waste on this occasion will be treated as 
household waste. 

The house holders will, therefore, have to 
take the waste home with them and it will 
be collected on the normal day when waste 
is collected for their home. The cleaning of 
the street will be covered by the existing 
contract and at the scheduled time. 

After the event is over 

Make adequate provisions for the event site 
to be cleaned up – this should not be a major 
problem if you had bins situated at various 
places and kept tidying during the event. 
•	 Get agreement that all residents will help 

clean up and be responsible for their own 
areas, if it’s in the street. 

•	 Individuals will be responsible for the 
recycled stuff in their bins and the items 
will be collected as usual. 

•	 Have a list of volunteers to take bags of 
non-recyclable rubbish to their bins, or 
bins made available by other residents. 

•	 Take a walk around the site with your 
working group to check that all is clean 
and tidy. 

•	 List who borrowed or hired what and who 
will be responsible for packing it up and 
returning it, or arranging for its removal, 
for example a bouncy castle or bunting. 

Evaluation, what went well?

A short time after your event/street party you 
may want to get your working group back 
together to evaluate the event. Discuss what 
worked well and what didn’t work so well so 
that if you do decide to hold a community 
event again, which hopefully you will, you 
know what you could do better and what to 
avoid next time.



Section 3
The Olympic Torch Relay 
Route – showcasing our 
communities



The Olympic Torch Relay Route will be going 
through Wiltshire in 2012. This provides a real 
opportunity for our communities to showcase 
what makes them unique and special. 

The world-wide media will film the route of the 
Olympic Torch and they will want to show the 
diversity and uniqueness of the places it passes 
through.

All our communities will have an opportunity 
to animate the route and to cheer on the Torch 
Bearers as they run through our towns and 
villages. 

It is hoped that communities will come together 
and decorate their route with bunting, flags and 
flowers and that groups such as choirs, bands, 
dancers, jugglers, performers, entertainers and 
schools will get involved and perform along the 
route.

The Torch will form part of an evening event in 
Salisbury on 11 July 2012. This event will include 
a concert and a stage show hosted by the 
London Organising Committee of the Olympic 
Games (LOCOG) and supported by the London 
Olympics 2012 supporting partners; Coca Cola, 
Samsung and Lloyds TSB.

This event will be a 2-day event showcasing 
and promoting Wiltshire’s businesses and 
communities and the diversity of talent that we 
have.

Local communities, businesses and schools will 
be invited to participate in the 2-day event and 
we will be asking for bands, choirs, dancers, 
sports clubs, performers and entertainers to  
take part.

More details on this event will follow.

The Olympic Torch route 

22 May 2012 
Southwick, Trowbridge and  
Bradford on Avon

23 May 2012 
Chippenham, Calne, Marlborough and 
Royal Wootton Bassett

11 July 2012  
Ludgershall, Tidworth, Amesbury,  
The Winterbournes and Salisbury

12 July 2012 
Salisbury, Wilton, Barford St Martin, 
Fovant and Ludwell 
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Wiltshire Diamond Jubilee 
event – Tuesday 1 May 2012
The Wiltshire Diamond Jubilee event is a one-
day celebration for the communities of Wiltshire. 

The free event with a medieval theme will take 
place in the grounds of Salisbury Cathedral on 
Tuesday 1 May from 10am to 5.30pm. 

A senior member of the Royal family will attend 
the event.

The aim is to encourage as many people as 
possible from across Wiltshire to come together 
to celebrate Her Majesty The Queen’s Diamond 
Jubilee and the history of democracy and 
Wiltshire at this unique event. 

The community areas in Wiltshire, through the 
18 area boards, along with voluntary and other 
organisations, will occupy ‘jousting style’ tents, 
showcasing their history and what makes their 
area unique. 

A medieval theme will be created in Salisbury 
Close with people in period costume, and 
displays of combat and falconry. Music will really 
help to boost the celebratory atmosphere and 
an events performing arena will be set up in the 
grounds for local acts to perform. Traditional 
performers will include maypole dancers, Morris 
dancers and folk bands.    

Armed Services personnel will participate in the 
event with displays and local businesses will also 
showcase their products and services.  

This is a wonderful opportunity for all Wiltshire 
communities to take part at a significant and 
Royal occasion and to bring people together 
to celebrate this once in a lifetime historic 
landmark for our Sovereign.

The event will conclude with an evensong 
service in the cathedral. 

The event is being organised by Her Majesty’s 
Lord-Lieutenant for Wiltshire, Sarah Rose 
Troughton, with support from Wiltshire 
Council, Swindon Borough Council and partner 
organisations. 

The Royal visit 

Buckingham Palace has announced that Her 
Majesty the Queen and HRH the Duke of 
Edinburgh will be visiting Salisbury as part of 
their south west tour on 1 and 2 May. 

We are hopeful this tour will coincide with the 
Jubilee celebration event, but full details of the 
tour will be officially confirmed by the Palace 
nearer the time. 



How to get involved: 

•	 Contact your local area board if you 
have an idea of how to celebrate your 
community area and want to help out

•	 Come and support the event; bring 
your friends and enjoy the celebratory 
atmosphere for free  

•	 If you know a suitable local performer who 
would like the opportunity to perform at 
the event then please contact us 

•	 Be a sponsor of the event

•	 Spread the word to your friends and 
community groups. 

Further information 

If you want to know more about sponsorship 
opportunities, please get in touch with the 
event marketing team on 01225 713573 or  
email 2012celebrations@wiltshire.gov.uk

To get involved in your community area 
showcase tent, contact your local area board. 
For contact details see  
www.wiltshire.gov.uk/areaboards

To find out about performing at the event 
contact the events team on 01225 718334, 
or email 2012celebrations@wiltshire.gov.uk

For more information about taking part in 
the business tent contact Lucy Newmarch-
Christensen at the Wessex Chambers of 
Commerce on 01225 355553 or email 
lucy@wessexchambers.org.uk

Jubilee event summary

The event will be held on Tuesday,  
1 May 2012 in the grounds of Salisbury 
Cathedral.

It is a public event that will be open to 
the public free of charge from 10am to 
5.30pm. It will end with Evensong in 
the Cathedral at 4.30pm, finishing at 
5.15pm.

A medieval theme will be created in Salisbury 
Close with people in period costume.There 
will be tournaments and falconry. Traditional 
performances are being planned which 
would fit into the medieval theme, such as 
maypole dancing, Morris dancing and folk 
bands. 

The aim is to encourage as many people as 
possible to come together to celebrate Her 
Majesty The Queen’s Diamond Jubilee and 
the history of Wiltshire. 

We are expecting up to 5,000 visitors in 
the Close at any one time. Numbers will be 
controlled by the police, if necessary.

It has been confirmed that a senior member 
of the Royal family will attend, but the Palace 
has not yet said who this will be. 

Buckingham Palace has announced that Her 
Majesty The Queen and HRH The Duke of 
Edinburgh will be visiting Salisbury as part 
of their south west tour on 1 and 2 May. We 
are hopeful this will coincide with the Jubilee 
celebration event, but full details of the tour 
will be officially confirmed by the Palace 
nearer the time.

Full details on vehicle access will be provided 
to exhibitors once details have been finalised.  

The tents will be set up on Monday, 30 April.  
Precise details about access time for set up, 
parking and arrangements for exhibitors will 
be issued as soon as specific arrangements 
have been agreed by the event management 
team and the police.  It is acknowledged that 
most exhibitors would appreciate access at 
the earliest possible opportunity.

Music will really help to boost the party 
atmosphere and an arena is being provided 
to enable individual performances to take 
place throughout the day. There will also be 
different displays in the arena.  

A programme will be produced to highlight 
everything that’s going on during the day.



Tents and marquees

Representatives from the community areas in 
Wiltshire, through the 18 area boards, together 
with voluntary and other organisations will 
occupy 23 ‘jousting style’ tents at the event:

•	 18 community area tents for Wiltshire

•	 a tent for Swindon

•	 a tent for police, fire and health services

•	 a tent for the Chamber of Commerce 

•	 a tent for the County Landowners’ 
Association

•	 a tent for voluntary organisations: 
Community First, Wiltshire & Swindon 
Community Foundation and Develop First. 

We regret that it is not possible to include 
additional contributions to the day from 
individual charities, or to provide a medieval 
tent free of charge.  

The Chamber of Commerce tent will represent 
local businesses. If you are a member you 
may be able to participate in this area. Some 
businesses that are an integral part of the 
community may form part of the community 
showcase tents. 

Organisation

The event is being organised by Her Majesty’s 
Lord-Lieutenant for Wiltshire, Mrs Sarah 
Rose Troughton, with support from Wiltshire 
Council, Swindon Borough Council and partner 
organisations. 

VistWiltshire has included reference to it in 
publicity material. We will also be working 
with the local media to ensure this event is well 
publicised. 

Any businesses taking part do so on the 
understanding that they will not be able to sell 
goods as it will be market day, when there are 
selling restrictions in the city as detailed in the 
historic market charter. Businesses will however, 
be able to provide samples and take orders for 
delivery. They will not be able to sell directly to 
the public on the day.



Section 5
Frequently asked questions 
about arranging community 
events



Q. Do we need a permit to serve food? 

A. No – as a private event/party you do not 
need a licence under the Licensing Act 2003 
to sell food, unless you wanted to sell hot 
food and drink after 11pm. Remember that 
you can always ask your neighbours to bake 
a cake, make a sandwich, or bring food to 
share with one another.

This is also a good way to bring different 
groups of people together. 

Q. We’re having a tombola/raffle – do we 
need permission? 

A. Probably not. If the tombola/raffle tickets 
are sold on the day and the prizes are not 
worth more than £500 in total then it will be 
exempt from gambling regulations. However, 
if tickets are sold in advance of the event, you 
will need a lottery registration, but do speak 
to your council first. Any proceeds from the 
tombola/raffle must go to a good cause such 
as a charity, or even to cover the cost of your 
party. Alternatively, if you did want to raise 
some money for your local church or charity, 
you can always ask people for donations. 

Q. Do we need to clean up afterwards? 

A. Yes, you will need to clean up after your 
event/street party. It’s your street, your event, 
so keep your local area clean and tidy. 
•	 Let people know in advance what time 

the event will finish and have a section 
set aside for recycling and bin bags 
for anything that can’t be recycled. 
It’s actually a good opportunity to 
demonstrate how your community uses 
their recycling bins effectively. 

•	 Suggest people mark their own 
possessions, especially those less easily 
identifiable like cups and plates, CDs and 
speakers and don’t forget those recycling 
boxes. 

Q. Do we need insurance cover? 

A. Most local authorities do not ask for 
Public Liability Insurance cover for a small 
community event or residential street party, 
but if you think insurance would be a good 
idea you might find it helpful to check the 
Streets Alive (www.streetparty.org.uk) and 
The Big Lunch websites (www.thebiglunch.
com) for further advice. Quotes for insurance 
start from as little as £50. The costs can 
always be split between residents, or you 
could hold a raffle or ask for donations to 
cover the expense. 

Q. Do we need to do a risk assessment? 

A. Most local authorities do not ask for a risk 
plan for small community events or street 
parties, but you may wish to think about 
how you can minimise things going wrong 
and have a back-up plan, for example – what 
would you do if there was bad weather? Can 
you use plastic plates and cups rather than 
glass? Have you made sure an adult is in 
charge of the barbeque or is supervising the 
bouncy castle and so on. 

Q. We’re serving alcoholic drinks – do we 
need a licence for alcohol? 

A. No, licences are required only if alcohol 
is sold. At a private events or street party, 
sharing drinks with your neighbours does 
not require a licence. If you did want to sell 
alcohol, you would need to contact your 
council for a ‘Temporary Events Notice’ 
form. The licence costs £21.  
http://www.wiltshire.gov.uk/
temporaryeventnotices.htm. 

Q. We’re playing music – do we need an 
entertainment licence? 

A. No – if your community event/street 
party is a private party for residents and 

the music is not advertised in advance 
to attract people, and you’re not 
making money, then there is no need 
for a licence for live or recorded 
music.



Section 6

Who to contact for help  
or advice?



For general enquiries regarding 2012 celebrations please 
contact:

2012celebrations@wiltshire.gov.uk

If you want to know more about the two-day Salisbury event or  
the Queen’s Jubilee event contact:

Barbara Gray 
Senior Campaigns and Events Officer 
Tel: 01225 718423 / Mobile: 07900606956 
Email: barbara.gray@wiltshire.gov.uk 
or 
Carlene Robinson 
Events support officer 
Tel: 01225 713152 
Email: carlene.robinson@wiltshire.gov.uk

If you want advice or help in running a community event, 
closing a road or completing an application form contact:

Kevin Oliver 
Corporate Events Co-ordinator 
Tel: 01380 734698 / Mobile: 07825 400377 
Email: kevin.oliver@wiltshire.gov.uk

If you want your community or group to take part along the 
Torch Relay Route contact:

Gemma Heath 
Wiltshire Programme Manager – Olympic Torch Relay 
Tel: 01225 713834 
Email: gemma.heath@wiltshire.gov.uk  
or 
Carlene Robinson 
Events Support Officer 
Tel: 01225 713152 
Email: carlene.robinson@wiltshire.gov.uk

For Wiltshire Council’s full 2012 Celebration Toolkit:

http://www.wiltshire.gov.uk/2012celebrations 

An application form for temporary events can be obtained by opening the 
following link: 

http://www.wiltshire.gov.uk/temporaryeventnotices.htm 

Futher advice and information is available from 

Streets Alive: 
www.streetparty.org.uk 

The Big Lunch:  
www.thebiglunch.com



Application form for a  
street party or small 
community event
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Name of person applying: 

 
 

Organisation (if applicable): 
 

Contact address (incl. postcode): 
 

Telephone number (daytime): 
 

Telephone number (evening): 
 

Email address: 
 

Name of road(s) to be closed: 
 

Date and time of road closure 
 

If you plan to close only a section of the road(s), where will the closure begin 
and end?  

From:  
To:  

Give a brief list of properties affected. This means any property, residential or 
commercial, which is located on or accessed only by the road(s) you wish to 
close: e.g. Cedar Close numbers 1-20 and numbers 21-98 

 

Are any of the roads to be closed used by through traffic? 
Yes/No  

 

If yes, you will need to send a traffic plan showing the exact extent of the 
closure and an alternative route for traffic. 
Are you planning on closing a road that is part of a bus route? 
Yes/No  

 

Application for a street party  
or small community event 
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If yes, you will need to consult the bus company and attach a copy of their 
response. 
Will access for emergency vehicles (if required) be readily available at all 
times? 
Yes/No 

 

If no, you will need to discuss this with your council and emergency services. 
In the interest of safety we highly recommend that roads are accessible for all 
emergency vehicles. 
How will people know the road has been closed off - have you thought about 
barriers/diversion signs needed?   
 
If yes, can you say what you will be doing in the way of barriers and signs? 

 

If no, you can speak to your council or Streets Alive (www.streetparty.org.uk) 
who will be able to help you with street signs.  
Have most residents agreed to this neighbourhood/community event? 
Yes/No  

 

The council will want to make sure that most people are happy with this event 
and so if there are any objections you should let the council know. Events co-
ordinators may be able to help you resolve any objections. It is worth 
remembering that not everyone will be able to participate so let everyone 
know what time the party will start and end; you may want to finish by 9pm to 
minimise potential noise disturbing your neighbourhood. 
If you are planning a road closure you will also need to consult businesses in 
the wider area that may be affected.  
Have you already consulted about the road closure?  
Yes/No  

 

If yes, please attach a copy of your consultation invitation or notice and 
confirm the date it was sent: 

 

 
The council will look at what you are proposing, process your application for road 
closure and let you know if there is anything else you need to consider.   
 
We hope this guidance has made things easier for you. Good luck with your event. 
 
Please send your completed form to: 

 
Kevin Oliver, Events Co-ordinator, Kennet House, Devizes. SN10 2ET or email the 

application and any accompanying documents in A4 size to: 
CorporateEvents@wiltshire.gov.uk 

 



Key facts on Wiltshire



Famous film locations: 
The village of Lacock near Chippenham was 
the backdrop to the recent BBC production of 
Cranford. The National Trust village and nearby 
Abbey has played host to a variety of classic 
films and costume dramas including Pride 
and Prejudice, Harry Potter and the 2008 film 
production of The Other Boleyn Girl.
Wilton House and Stourhead gardens are both 
in the cinema version of Pride and Prejudice 
Wilton House was used in the film on the life 
of Queen Victoria: The Young Victoria. Wilton 
was used to double for Rosenau Castle, Prince 
Albert’s Coburg and Buckingham Palace. Wilton 
House’s Double Cube room was also used for 
ballroom scenes in the film.
The National Trust’s Mompesson House in 
Salisbury’s Cathedral Close was the London 
home of Mrs Jennings in the 1995 Oscar-
winning version of Sense and Sensibility.
Stonehenge was used in the BBC production of 
Tess of the D’Ubervilles.
The lake at Fonthill Bishop was used in the film 
Chocolat.
Trafalgar House near Salisbury has been used for 
several films including Amazing Grace.
Pride and Prejudice was also filmed at 
Luckington Court, Chippenham. 
Walk Away and I Stumble for ITV was filmed in 
Calne and Chippenham. 
Scenes from the Charles Darwin biopic, 
Creation, were filmed in Bradford on Avon.

The smallest place by population the 
Olympic Torch will be carried through in 
Wiltshire is:  
Barford St Martin

The birthplaces of some famous people on 
the route in Wiltshire are: 
Jane Seymour, third wife of Henry VIII (1509), 
and Sir Christopher Wren designer of St 
Paul’s Cathedral were born at East Knoyle, nr 
Salisbury.
Sir Isaac Pitman was born in Trowbridge.
Will Carling (ex-England rugby player) was born 
in Bradford on Avon.
David Mitchell was born in Salisbury.
Shelley Rudman was born in Pewsey.
James Blunt was born in Tidworth.
Michael Crawford was born in Salisbury.

These famous people live on the route: 
Sting (Salisbury)
Terry Pratchett (Broad Chalke, nr Fovant and 
Salisbury)

Of interest for inventions and scientific 
discoveries: 
Dyson factory in Malmesbury is in Wiltshire but 
not directly on the route.
The pioneer of photography, William Henry Fox 
Talbot, lived at Lacock Abbey.

Local speciality: 
Wiltshire ham.

Photo © BBC
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History in Wiltshire:

On Sunday 16 October 2011, Wootton Bassett 
received the Letters Patent on behalf of Her 
Majesty the Queen and became Royal Wootton 
Bassett. This made the town the first in more 
than 100 years to be given the title of ‘Royal’. 
This was in recognition of its efforts to honour 
the UK’s war dead. Her Royal Highness The 
Princess Royal presented the award at the official 
ceremony.

Regimental badges, carved into the chalk 
downs above the village of Fovant, remain an 
historic, fitting and truly visible memorial to 
the soldiers who passed through Fovant and its 
neighbouring villages on their way to the Great 
War, many never to return. 

In October, 2011, the BCC filmed in and around 
Fovant in preparation for their Countryfile 
programme on BBC1 scheduled for the evening 
of 6 November 2011, Remembrance Sunday. 

Salisbury Cathedral has the tallest spire in Britain 
and the oldest working clock.

Royal Wootton Bassett was in the spotlight when  
Her Royal Highness The Princess Royal presented  

Letters Patent to the historic town in October 2011



Top tips for media  
and publicity



Publicising your event

2012 – the Year of Celebration will present 
many opportunities for communities to benefit 
from local, national and even international 
media coverage. This is an excellent 
opportunity to showcase communities across 
Wiltshire, advertising local businesses and 
promoting the county as a tourist destination.  

Tips for managing the media 
•	 To help publicise and celebrate a key 

milestone or event, you can invite the 
media to attend, to take photographs, film 
the event and interview members of the 
community.

•	 If you wish to invite the media to an event 
or a photo opportunity, the journalists/
photographers should be invited as soon as 
possible either by issuing a press release or 
contacting the media organisation directly.

•	 Press releases should give as much 
information as possible about the event, 
including times, location, who is attending 
and any relevant background information. If 
an event is being sponsored by local business 
then make sure they get a mention in the 
press release. Have a couple of quotes ready 
from VIPs/participants on what this means for 
the community.

•	 Think about visual props for a newspaper 
picture, something active for television and 
an audio element such as a live band for 
radio. 

•	 It’s always a good idea to involve children 
from local schools or clubs and have 
people from the community available to be 
interviewed by journalists.

•	 If photographers are unable to attend, take 
your own pictures and send them to the 
relevant media organisations. Make sure the 
people in the photos are named in a caption. 
Consent forms are available from Wiltshire 
Council:  
communications@wiltshire.gov.uk 

•	 For further advice about managing the 
media, please contact the media relations 
team at Wiltshire Council on 01225 713664.

A perfect opportunity for publicity – Cricklade 
was named Champion of Champions in the 

2011 RHS Britain in Bloom Awards.

Cricklade in bloom



Media contacts

Radio
Wiltshire wide
BBC Radio Wiltshire: 01793 513652  
radio.wiltshire@bbc.co.uk

South
Spire FM: 01722 416644  
news@spirefm.co.uk
Andover Sound: 01264 336000  
news@andoversound.com
Castledown Radio: 01264 791929  
studio@castledownradio.info

North
Heart FM: 01793 663030  
news.wiltshire@heart.co.uk
Total Star FM: 01242 699555  
news@totalstar.co.uk

West
The Breeze: 0117 934 1755  
westwilts@thebreeze.com

Newspapers       
Wiltshire
Western Daily Press: 01225 752178  
wdeditor@bepp.co.uk

North and East Wiltshire
Gazette and Herald: 01225 773637  
glawrence@newswilts.co.uk

North
Wilts & Gloss Standard: 01285 642642  
news@wiltsglosstandard.co.uk
Swindon Advertiser: 01793 528144  
newsdesk@newswilts.co.uk  
Bath Chronicle: 01225 322322  
news@bathchron.co.uk

West
Wiltshire Times: 01225 773636  
wtimes@newswilts.co.uk

Melksham Independent: 01225 704761  
melkshamnews@btconnect.com
White Horse News: 01225 704761  
whitehorsenews@btconnect.com
Warminster Journal: 01985 213030  
news@warminsterjournal.co.uk
Bath Chronicle: 01225 322322  
news@bathchron.co.uk

East
Blackmore Vale Magazine: 01963 365117 
editor@bvp.co.uk
Andover Advertiser: 01264 323456  
newsdesk@andoveradvertiser.co.uk

South
Salisbury Journal: 01722 426500  
newsdesk@salisburyjournal.co.uk
Valley News: 01722 716268  
yourvalleynews@aol.com

TV
North, West and East
BBC Points West: 0117 973 2211  
pointswest@bbc.co.uk
ITV West Country: 08448812345  
itvwestnews@itv.com

South
BBC South Today: 02380374546  
newsg.south@bbc.co.uk
Meridian Regional News: 0844 881 2000 
meridiantonight@itv.com

Community websites
Warminster People:  
www.warminsterpeople.co.uk
Marlborough News online:  
www.marlboroughnewsonline.co.uk
Chippenham People:  
www.chippenhampeople.co.uk

For further advice about handling the media, 
please contact the media relations team at 
Wiltshire Council on 01225 713664.


