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1 Introduction

This event application process has been established to allow Mountain Bike Trails within Castlewellan Forest Park and Walk Trails at Castlewellan Forest Park and Bunkers Hill to be managed in a responsible and effective way.  
Whilst events can be a key driver of visitors to Castlewellan Forest Park and Bunkers Hill, it is also recognised that they can detract from the experience of regular users.  Therefore, it is important to find the balance.  As mountain biking and walking are year round activities, Down District Council asks event organisers to avoid peak holiday periods such as Easter, Bank Holidays, July fortnight etc.  It is anticipated that the trails will already be busy at these times of years whereas a quality event could attract visitors in off peak times.
The objectives of this Event Application process are to:

· Ensure that events that use the mountain bike and walk trails are delivered to a high standard in terms of both customer experience and safety

· Ensure that the local area benefits from events  

· Raise the profile of Castlewellan Forest Park and Bunkers Hill as an outdoor recreation facility
· Reduce the potential conflict caused to other forest park users

· Reduce the potential displacement of regular forest park users
· Manage the physical impact of events
· Avoid date clashes between major events across the forest parks and at other facilities such as Rostrevor Mountain Bike Trails
· Allow the Mourne Forest Recreation Officer to balance facilitation of events alongside other roles and responsibilities

· Provide an open transparent application process where responsibilities and charges are clearly defined

· Ensure liaison between relevant organisations involved in facility management and maintenance including Down District Council, Outdoor Recreation NI, Mourne Heritage Trust and Forest Service NI
2 Permissions for events using the formal walk and mountain bike trails
Down District Council manages the formal walk and mountain bike trails within Castlewellan Forest Park and Bunkers Hill and, as such, Council is responsible for providing permission to host events that use the formal trails.  
The formal trails are shown on the maps in Appendix 1  - Mountain Bike Trail Map & Appendix 2 - Walk Trail Map. 
2.1 The Event Application process
· All event applications should be submitted by the Event Organiser to the Mourne Forest Recreation Officer – boyd@mourneforests.com using the Event Application Form 
· Figure 3 sets out process & timeline for mountain bike and walk events applied for in March 2015
· Figure 4 sets out process & timeline for ‘Exceptional’ mountain bike and walk events applied for after the March 2015 deadline
· The Event Panel, led by Down District Council, will assess and approve all events
· Where events involve the use of mountain bike trails, liaison will take place with Mourne Heritage Trust
· Where events involve the use of Castlewellan Lake and forest roads, liaison will take place with Forest Service NI
· On approval, Down District Council will issue a licence to the event organiser

· All event fees and bonds will be payable to Council 
2.2 Event charges and bonds

Down District Council has made significant investments in the development of trails within Castlewellan Forest Park and Bunkers Hill trails.   In order to aid in the management and maintenance of these trails, events charges may apply.
Event charges and bonds are shown in Figures 1&2.
In return for the event charge the Recreation Officer will:

· Facilitate a site visit for event planning purposes 

· Liaise with Forest Service NI regarding the event and seek any additional approvals required to host the event
· Provide introduction to other third parties which event organisers may need to liaise with 

· Discuss any issues and help seek solutions where necessary
· Raise awareness with trail users of your event and any trail diversions or closures in advance via trailhead information panels, WalkNI.com and MountainBikeNI.com 

· Ensure licence is issued by Council to run event on the agreed date

· Provide post event feedback form - this must be provided to all participants
· Carry out a post event inspection to ensure event conditions have been met
2.3 Permissions for events that do not use the formal walk and mountain bike trails

Applications for events within these forests that do not use the formal walk and mountain bike trails should contact:

Forest Service Northern Ireland
East District Forest Office
The Grange
Castlewellan Forest Park
Castlewellan
BT31 9BU
Tel: 028 4377 2240 

This may include events that use Castlewellan Lake or forest roads.
3 Guidelines for Mountain Bike Events that use the Formal Mountain Bike Trails
The guidelines below are designed to outline the application process, timescales and charges relevant to the size and nature of the event.   A map showing the Formal Mountain Bike Trails is contained in Appendix 1.
3.1 Coaching or guiding
Those individuals or organisations wishing to coach or guide groups on the formal mountain bike trails either on a commercial or non-commercial basis within Castlewellan Forest Park must apply to for an Annual Mountain Bike Permit – available from www.MountainbikeNI.com
3.2 Mountain Bike events with less than 20 participants

Mountain Bike Events with less than 20 participants are deemed to have a low impact on the Trail Centre i.e. not involving closure of formal mountain bike trails.  
Therefore, these events DO NOT require formal permission.  
There may however, be ongoing forest operations, trail maintenance/diversions or other events taking place which could restrict access to certain areas for safety reasons.  Therefore, please advise the Mourne Forest Recreation Officer - boyd@mourneforests.com at least 4 weeks in advance of the event.
It should be remembered that the event organiser is responsible for the activity, the participants and the potential impact it could have on other people around.   
These events must comply with the 'MountainBikeNI.com Code of Conduct' 
3.3 Mountain Bike Events with more than 20 participants

Mountain Bike Events with more than 20 participants require formal permission.  
Event organisers must submit an ‘Event Application Form’ and ‘Event Management Plan’ and will be subject to charges shown in Figure 1.

All event fees and bonds will be payable to Down District Council.  This will be returned following the event subject to the Council being satisfied that all conditions within the Event Licence have been adhered to.  Council reserves the right to increase amount of the Event Bond depending on the event requirements.

All charges and fees are subject to an annual review.

Mountain Bike Events that require formal permission are divided into 5 event types –

1. Commercial Event - An event where participants are charged a fee to take part

2. Club Event - An event organised by a Cycling Ireland Club and not operated on a commercial basis

3. Charity/ Voluntary/ Community Event with 20-50 participants - An event organised to raise money for a registered charity, voluntary or community organisation provided that all monies raised (after costs) are donated to that charity, voluntary or community organisation

4. Charity/ Voluntary/ Community Event with more than 51 participants - This is an event organised to raise money for a registered charity, voluntary or community organisation provided that all monies raised (after costs) are donated to that charity, voluntary or community organisation
5. Exceptional event - Event organisers are advised to submit Event Application Forms during March 2015 in order that their event is included in the Annual Calendar of Events.  Events submitted during March 2015 will receive priority.  However, it is recognised that there may be events, which are not applied for at this time.  These will be considered on an event by event basis
Figure 1: Mountain Bike Event Fees & Bonds
	Event Type
	Application Process
	Charge Per Event 
	Minimum Event Bond Required 

	Coaching or guiding
	Annual Mountain Bike Permit

Event Application Form not required
	N/A
	N/A

	Mountain Bike Events with less than 20 participants
	Event Application Form not required

Please advise Recreation Officer at least 4 weeks in advance of event

	N/A
	N/A

	Mountain Bike Events with more than 20 participants will be included in the Annual Calendar of Events
Event Organisers must submit an Event Application Form during March 2015.



	Event Type
	Application Process
	Charge Per Event 
	Minimum Event Bond Required 

	Commercial Event
	See Figure 3


	£500 
	£500

	Club Event
	See Figure 3


	£300
	£300

	Charity/ Voluntary/ Community Event

51+ participants 
	See Figure 3


	£300
	£300

	Charity / Voluntary / Community Event

20- 50 participants
	See Figure 3


	£100


	£100

	Mountain Bike Events applied for after the March 2015 deadline
Event Organisers must submit an Event Application Form at least 2 calendar months prior to the event

	Event Type
	Application Process
	Charge Per Event 
	Minimum Event Bond Required 

	Exceptional Events
	See Figure 4
	£100 - £1000 
Negotiable depending on nature of event
	£100 - £1000

Negotiable depending on nature of event

	Event Organisers are advised to discuss their proposals with the Recreation Officer before submitting the Event Application Form.


4 Guidelines for Walking Events that use the Formal Walk Trails

The guidelines below are designed to outline the application process, timescales and charges relevant to the size and nature of your event.  The walk trails may only be used for events taking place on foot e.g. walking, running, orienteering etc.
4.1 Guided walks

Those individuals or organisations wishing to guide walks e.g. guided walks or outdoor pursuits based courses, either on a commercial or non-commercial basis on the walk trails within Castlewellan Forest Park or at Bunkers Hill DO NOT require formal permission.  

There may however be ongoing forest operations, trail maintenance/diversions or other events taking place, which could restrict access to certain areas for safety reasons.  Therefore, please advise the Mourne Forest Recreation Officer - boyd@mourneforests.com at least 4 weeks in advance of the event.

In addition, the individual or organisation is responsible for the activity, the participants and the potential impact it could have on other forest users and on the environment.  Organisers are therefore asked to adhere to the principles of Leave No Trace - www.leavenotraceireland.org 
4.2 Walking events with less than 20 participants

Walking Events with less than 20 participants are deemed to have a low impact on the trails and trail users i.e. not involving closure of trails.  Therefore these events DO NOT require formal permission.  

There may however be ongoing forest operations, trail maintenance/diversions or other events taking place, which could restrict access to certain areas for safety reasons.  Therefore, please advise the Mourne Forest Recreation Officer - boyd@mourneforests.com at least 4 weeks in advance of the event.

4.3 Walking events with more than 20 participants

Walking events with more than 20 participants require formal permission.  Event organisers must submit an Event Application Form and Event Management Plan and will be subject to charges shown in Figure 2.

All event fees and bonds will be payable to Down District Council.  This will be returned following the event subject to the Council being satisfied that all conditions within the Event Licence have been adhered to.  Council reserves the right to increase amount of the ‘Event Bond’ depending on the event requirements.

All charges and fees are subject to an annual review.
Walking Events that require formal permission are divided into 5 event types –

1. Commercial Event - An event where participants are charged a fee to take part

2. Club Event - This is an event organised by a Walking Club and not operated on a commercial basis

3. Charity/ Voluntary/ Community Event with 20-50 participants - An event organised to raise money for a registered charity, voluntary or community organisation provided that all monies raised (after costs) are donated to that charity, voluntary or community organisation

4. Charity/ Voluntary/ Community Event with more than 51 participants - This is an event organised to raise money for a registered charity, voluntary or community organisation provided that all monies raised (after costs) are donated to that charity, voluntary or community organisation

5. Exceptional event - Event organisers are advised to submit Event Application Forms during March 2015 in order that their event is included in the Annual Calendar of Events.  Events submitted during March 2015 will receive priority.  However, it is recognised that there may be events, which are not applied for at this time.  These will be considered on an event by event basis as exceptional events
Figure 2: Walk Event Fees & Bonds 

	Event Type
	Application Process
	Charge Per Event 
	Minimum Event Bond Required

	Guided walks


	No formal permission required.

Advise Recreation Officer at least 4 weeks in advance


	N/A
	N/A

	Walking Events with less than 20 participants
	No formal permission required.

Advise Recreation Officer at least 4 weeks in advance
	N/A
	

	Walk Events with more than 20 participants will be included in the Annual Calendar of Events

Event Organisers must submit an Event Application Form during March 2015

	Event Type
	Application Process
	Charge Per Event 
	Minimum Event Bond Required 

	Commercial
	See Figure 3


	£50 
	£100

	Club
	See Figure 3


	£30
	£30

	Charity / Voluntary / Community Event  - 51+ participants 
	See Figure 3


	£30
	£30

	 Charity / Voluntary / Community Event  - 20- 50 participants
	See Figure 3
	£10


	£10

	Walk Events applied for after the March 2015 deadline

Event Organisers must submit an Event Application Form at least 2 calendar months prior to the event

	Event Type
	Application Process
	Charge Per Event 
	Minimum Event Bond Required 

	Exceptional Events
	See Figure 4
	£10 - £100 
Negotiable depending on nature of event
	£10- £100
Negotiable depending on nature of event

	Event Organisers are advised to discuss their proposals with the Recreation Officer before submitting the Event Application Form.
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Figure 3: Process & timeline - mountain bike and walk events applied for in March 2015
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Figure 4: Process & timeline – ‘Exceptional’ mountain bike and walk events applied for after the March 2015 deadline
5 Guidelines for mixed events
5.1 Events using formal mountain bike and walk trails

For events using both the formal Mountain Bike Trails and the Walk Trails, one Event Application is required per event.  

However, for mixed events both sets of guidelines still apply.  For ease of use, both processes have been kept as similar as practicably possible.  
Mountain bike event fees and bonds apply for mixed events.
5.2 Events using Informal Trails
The Northern Ireland Tourist Board, Sport NI, Down District Council and the DARD through the Rural Development Programme have invested in excess of £1,000,000 to develop the purpose built trails within Castlewellan Forest Park and at Bunkers Hill.  Given this investment, events should use the formal mountain bike and walk trails where possible and in the direction they are designed to be used.  
IN EXCEPTIONAL CIRCUMSTANCES INFORMAL TRAILS MAY BE PERMITTED.

In this case, organisers must submit additional information along with their Event Management Plan.

This should include –

A detailed construction and deconstruction plan – this should clearly show how event organisers have considered of the ‘Principles and Standard for Trail Development in Northern Ireland’
Permission to use informal trails will only be given where the impact of this use is deemed to be acceptable.  An assessment will be made on a case by case basis by the Events Panel.

An assessment of the impact of creating and using Informal Trails will be made on a case by case basis.  The following 5 factors will be taken into account when assessing the impact of using informal trails.  Impact on -

· Land use - including harvesting operations

· Landscape - visual impact

· Habitats – e.g. soil erosion and deposition, damage to vegetation, trees, plant life, disturbance/ displacement of wildlife.  This will also take into account any natural or built heritage designations.

· Other forest users

· Management and maintenance of these informal trails prior to the event, on the day(s) of the event and after the event

5.3 Events using formal mountain bike and walk trails plus other parts of the forest

For events using both the formal Mountain Bike Trails and the Walk Trails, plus other parts of the forest e.g. Castlewellan Lake, one application is required per event.  Mountain bike event fees and bonds apply for mixed events.  

2 copies of the application form should be submitted so that one copy can go to Forest Service NI.  Approval will need to be obtained from Forest Service NI and this may be subject to additional event charges, paid directly to Forest Service NI.

Additional information can be obtained from -

Forest Service Northern Ireland
East District Forest Office
The Grange
Castlewellan Forest Park
Castlewellan
BT31 9BU
Tel: 028 4377 2240
6 Enquiries 
For enquiries on organising events in Castlewellan and Bunkers Hill please contact: 
Boyd McClurg - Mourne Forests Recreation Officer 
Email - boyd@mourneforests.com
Mobile – 07833 276878
Appendix 1: Map of Formal Mountain Bike Trails
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Appendix 2: Map of Informal Walk Trails
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Appendix 3: Assessment Criteria – Mountain Bike and Walk Events for inclusion in Annual Calendar
The Assessment Panel will use the following criteria to assess the Application Form.  Applications will be scored out of 100 marks.  
· Organisations expertise in organising and managing events – 40 marks

· Organisations expertise in Health and Safety – 20 marks

· Benefits of event – 20 marks

· Environmental impact of event – 20 marks

Events must score in excess of 60 to be accepted and a ranking system may be used if oversubscribed. 

Appendix 4: Event Management Plan Guidelines
Once event applications have been assessed by the Recreation Officer to ensure all information is in place, Event Organisers will be required to submit an Event Management Plan as per the timelines set out in Figures 3 & 4.
Section 1 – All events must provide the following information -

1. Details of lead organisation including main contact, address, email, phone number
2. Details of dedicated Health and Safety Officer 

3. Event schedule
4. Proposed course map
5. Proposed layout of Event HQ (if appropriate) including:

· Information on the location and construction of tent and marquees 

· Information on proposed outside caterers 

6. Risk Assessment 

7. Evidence of Public Liability Insurance to a minimum value of £5 million for all Pre Event, Event, and Post Event activities and services.
8. Child Protection Policy (if applicable) 

9. Event Day Management Plan to include:

· Waste / litter management

· Car parking management

· Crowd management including participants, spectators and other forest users 

· Steward / marshalling plan

· First aid provision 

Section 2 – for events proposing to create Informal Trails
IN EXCEPTIONAL CIRCUMSTANCES INFORMAL TRAILS MAY BE PERMITTED.
An assessment of the impact of creating and using Informal Trails will be made on a case by case basis.  The following 5 factors will be taken into account when assessing the impact of using informal trails.  Impact on -

· Land use - including harvesting operations

· Landscape - visual impact

· Habitats – e.g. soil erosion and deposition, damage to vegetation, trees, plant life, disturbance/ displacement of wildlife.  This will also take into account any natural or built heritage designations.

· Other forest users

· Management and maintenance of these informal trails prior to the event, on the day(s) of the event and after the event

In order to complete this assessment, the following information is required –
10. A detailed specification of the Informal Trails to include consideration of the construction and destruction plan for all proposed Informal Trails
This should include (but is not limited to) - 
· Estimated trail length
· How proposed trails will be built e.g. by hand using volunteers, by clearing existing vegetation etc.
· Trail Surface e.g. compaction of existing surface, using additional natural material from on site etc.
· Details of any proposed Trail Features e.g. built structures

· How proposed trails will be put beyond use and returned to original state after the event

PAGE  
17

