Temporary Event Notice (TEN) Checklist (please complete and submit with application form)
	Requirements
	Yes/No or N/A


	Completed application form? This can be made through the GOV.UK website - https://www.gov.uk/apply-for-a-licence/temporary-event-notice/coventry/apply-1

	

	Payment? This can be made through the GOV.UK application form, alternatively a Licensing Officer will contact you for a payment.

	

	Description of event with anticipated audience numbers? Maximum – 499 attendees.

	

	Risk Assessments? This must include an evacuation plan, search policy & dispersal policy. This may include a COVID-19 Risk Assessment. Please send this with application.

	

	Site plan of the venue/premises This must include site entrance/exit, position of any music stages and orientation, bars and performance areas.

	

	Details of live/recorded music, type of music to be played

	

	What is the audience demographic? Average age of audience? 

	

	How will the sale of alcohol will be controlled? CH25 policy?

	

	How will the bar area will be controlled? How many SIA security staff? Stewards?

	

	Have you assessed the risk of complaints by identifying the nearest noise sensitive properties? Noise sensitive properties include but are not limited to houses, schools, churches, etc.

	

	Will music volume be controlled and monitored? 

	

	Will be neighbours be notified of the event in advance? We advise that letters should be posted to residents a minimum of one week before the event.

	

	How will noise complaints about your event be dealt with? 

	


Please note, your application is not deemed valid until this information has been submitted.
