
New events - pre application advice 

Applications for 
Events on Council 
land 

All applications and 
enquiries to be sent to 
Events Team (ET) 
including Filming 
requests but excluding 
Margam Park. 

Any received for 
Margam to be sent 
directly to them 

All other Council sites

ET liaise with EO and, if 
relevant, other depts and 
request & collate any 
paperwork required prior to 
making a decision on 
whether event can go ahead Major Events ≥500 or high risk events 

ET notify EO of decision and next steps,  
including documentation required, 
timelines and initial charges. Additional 
charges or restrictions could be imposed 
through the SAG. 

Margam Country Park
Follow own administration 
process but adhering to the 
Events Policy guidelines .  
Where event requires SAG 
liaise with ET

ET to set up SAG and invite EO to 
attend .
ET provides support & guidance 

EO to return all required paperwork to 
ET within agreed timescales. Following 
the SAG Agreement /Licence sent to EO 
by ET & invoice raised

EO to complete and return all relevant 
paperwork  within agreed timescales. ET 
to provide support & guidance as 
required

Filming requests 
Filming requests dealt with 
by Film office (which forms 
part of the Events Team). If 
not on counciil land then 
request sent directluy to 
landowner or venue 

New Major Events may 
require pre- application 
advice - liasion with 
Event Organiser (EO)

Proposed  Events application and 
delivery flow chart 

Minor Events ≤500
ET notify EO of decision and, if approved, the 
next steps  including documentation 
required, timelines, and charges . Agreement 
sent to EO by ET & invoice raised

Council Run 
Events - including 
Margam Country 
Park

ET to manage delivery of 
event liasing with other 
council depts as applicable. 
ET to arrange SAG which 
may require an 
independent Deputy Chair 
depending on the Event. 

ET to review relevant 
documents and liaise 
with EO. 

Failure to provide the 
necessary docs/info or 
make payment  within 
agreed timescales will 
result in cancellation 

Event takes place.
In some circumstances there may be a site visit before or 
during the event by the ET to check compliance with all 
requirements.  

Following the event there may be a debrief with EO, ET and 
any relevant departments. 

ET arrange any necessary site visits prior to and during the 
build.  
Event takes place. 
If necessary ET will carry out further site visits during the 
event to check compliance with all requirements.  

Following event there will be a debrief with EO, ET and any 
relevant departments. 

If approved Agreement sent 
to orgniser/company  & 
invoice raised

Applicant to complete and return all 
relevant paperwork. 

For major productions ET to arrange site visits if required 

Filming takes place
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