
EVENT APPLICATION GUIDE TO TIMESCALES

ORGANISER APPLIES FOR S.A.T. APPLICATION 
FORM FROM C.S.D. INFORMATION SENT OUT

LICENSABLE/MAJOR EVENTS INDICATIVE 
TIMELINE

6 MONTHS 
PRIOR TO 

EVENT

5 MONTHS

4 MONTHS

3 MONTHS

2 MONTHS

1 MONTH

NON-LICENSABLE EVENTS

C.S.D. RECEIVE COMPLETED APPLICATION, 
LOG AND REFERENCE ON S.A.T. DIARY

ORGANISER APPLIES TO N.H.D.C. LICENSING 
DEPARTMENT FOR THE RELEVANT LICENCE 

LICENSING RECEIVE COMPLETED APPLICATION 
FORMS, LOG AND ADVISE S.A.T.

N.H.D.C. COMMUNITY DEVELOPMENT 
CO-ORDINATES ADVISE 

FROM COLLEAGUES

C.S.D. ADVISE S.A.T.  WHO 
AGREE/CONFIRM COURSE 

OF ACTION

C.S.D. TO ADVISE ORGANISER OF S.A.T. DECISION

EVENT ON PARKS
(NO HIGHWAY, POLICE, 

TRAFFIC OR PUBLIC 
ORDER IMPLICATIONS)

BUT LAND LICENCE REQUIRED

EVENTS REQUIRING LICENCEEVENTS REQUIRING 
HIGHWAYS, POLICE, 
TRAFFIC OR PUBLIC 

ORDER IMPLICATIONS

MANAGED BY N.H.D.C.
LICENSING SECTION

EVENT TAKES PLACE
ORGANISE TO MEET WITH 

POLICE/HIGHWAYS/
N.H.D.C. (IF T.P.C.A.)

ORGANISER SUBMITS REVISED PLANS AND
RISK ASSESSMENTS

ROAD SPACE BOOKED

N.H.D.C./HIGHWAYS TO APPROVE, 
FOLLOWING POLICE ADVISE

ORGANISER SUBMITS 
APPLICATION TO N.H.D.C. 

WITH PLANS SHOWING 
DIVERSION ROUTES, 

PAYMENT AND 
INSURANCE DETAILS

T.P.C.A. SECTION 16a

ORGANISER SUBMITS 
APPLICATION TO H.H FOR 

T.R.O. WITH PLANS OF 
DIVERSION ROUTES, 

PAYMENT AND 
INSURANCE DETAILS

H.H. PROCESSES T.R.O.
AND PUBLISHES AS PER

STATUTORY REQUIREMENTS

COPY OF T.R.O. SENT TO 
AGENCIES AND ORGANISERS 

BY HIGHWAYS

ROAD SPACE CONFIRMED

N.H.D.C. PROCESSES ROAD
CLOSURE ORDERS

CLOSURE ORDER SENT TO 
AGENCIES AND 

ORGANISATIONS FOR N.H.D.C.

ROAD SPACE CONFIRMED

ORGANISER RETAINS FULL RESPONSIBILITY FOR THE EVENT AND ITS IMPACT 
UPON THE HIGHWAY AND CONSULT POLICE ABOUT PUBLIC ORDER ISSUES

S.A.T. TO RECEIVE FEEDBACK AND SIGN OFF

EVENT HELD S.A.T. MAY MONITOR

Abbreviations

SAT - Statutory Advisory Team
TRO - Traffic Regulation Order
TPCA - Town Police Clauses Act (1847)
TM - Traffic Management
HH - Hertfordshire Highways
NHDC - North Hertfordshire District Council
FPN – Fixed Penalty Notice

GAIN CONSENT FROM N.H.D.C. TO 
ADVERTISE THE ROAD CLOSURE

NOTIFY THE LICENSING AND
ENFORCEMENT DEPARTMENT AT N.H.D.C. 

OF THE LOCATION OF ANY SIGNAGE 
AND THE DURATION OF DISPLAY

FAILURE TO GAIN PERMISSION AND/OR 
TO REMOVE SIGNAGE AFTER 

THE EVENT MAY RESULT IN AN 
F.P.N. BEING ISSUED 

APPLICATIONS FOR
TEMPORARY EVENT NOTICE
UNDER THE LICENSING ACT
2003 MUST BE RECEIVED BY

THE LOCAL AUTHORITY
WITHIN 10 CLEAR WORKING

DAYS OF THE EVENT

GAIN CONSENT TO ADVERTISE THE EVENT
ON PUBLIC /PRIVATE LAND 


