Ceredigion County Council – Highways and Environmental Services
Installation, Operation and Removal of Seasonal Decorations

Policy


Extent of Policy

This Policy covers the installation, operation, maintenance and removal of seasonal decorations either illuminated or non-illuminated within the highway.

Seasonal decorations are any decorations, supports, lighting and associated wiring etc installed to celebrate a particular event.

Any Reference to Policy will be taken to Include:

· This Policy statement;

· The Code of Practice for the Installation, Operation and Removal of Seasonal Decorations (County Surveyors Society/Institution of Lighting Engineers);

· The Guidance Notes;

· The Application Form;

· The Licence Consent and any specific conditions contained therein;

· Any other material referenced by the Authority in writing during the course of the application and consent process.

Where there is a conflict between any wording in this Policy and any other document referred to the clarity of the Highway Authority should be sought.

Requirements for the Installation, Operation and Removal of Seasonal Decorations

Ceredigion County Council has adopted the “Code of Practice for the Installation, Operation, and Removal of Seasonal Decorations” published jointly by the County Surveyors Society (CSS) and the Institution of Lighting Engineers (ILE) as the minimum requirement for such installations. Any application not meeting the requirements of the Code will be required to demonstrate that it meets equivalent standards.

Additional Conditions

The requirements of the Code of Practice form the minimum standard of installation. In all cases the following additional requirements will apply:

1. The Authority can revoke the consent at any time.

2. Any persons requiring authorisation to access or work with any Highway Authority electrical installation must be registered with the National Inspection Council for Electrical Installation Contracting (NICEIC), Electrical Contractors Association (ECA) or equivalent as appropriate. 

3. Decorations outside the Highway boundary but which form part of the overall installation will be required to comply with this policy. It is the responsibility of the applicant to ensure that appropriate permissions are obtained in respect of installations outside the highway.

4. A letter of support for the application is required from the Town/Community Council.

5. The level of insurance indemnity shall be £5,000,000 in respect of any one incident or claim. (Code of Practice para. 5.14 refers).

6. Where the applicant is unable to attend to an Emergency situation within two hours the Authority will arrange for attendance to make safe. The reasonable costs of the Authority will be charged to the applicant.

Additional Site Specific conditions may be applied at any time.

Authorisation Issue

The Highway Authority will give consent under Section 178 of the Highways Act 1980. Consent will only be issued subject to a written application being submitted together with the appropriate fee. The fee is set by the Highway Authority and is subject to periodic review. The current fee is published in the Schedule of Charges.

Consents will normally be valid for a period of one month, extendable monthly to a maximum of three months. For renewals with no change of requirement no additional charge will be made. Where changes to an existing consent are required a charge up to the standard application fee may be due.

Introduction

Ceredigion County Council recognises the pleasure, enjoyment and benefits that seasonal decorations can bring to the Community. In compiling the Policy the Authority recognises that the requirements being placed on those wishing to make such provision can seem overly bureaucratic. Unfortunately such installations are generally considered to be high risk, utilising overhead decorations and electrical equipment. Compliance with this Policy should help protect the interests of the Applicant, Authority and the general public.

Every effort has been made to simplify the process as much as possible but it may still appear daunting. The Authority has adopted the Code of Practice for the Installation, Operation and Removal of Seasonal Decorations (County Surveyors Society/Institution of Lighting Engineers) as the basis for the Policy. This is a comprehensive document that offers practical guidance and advice. Because of Copyright restrictions the Authority cannot reproduce the document in part or in full. Copies are available through the Authority for purchase or examination.

The Application Form has been laid out in such a way that it follows the Code of Practice (CoP). It is also intended to help applicants plan the whole process and should therefore be used from the beginning, rather than just be completed at the last minute. If your response to any of the questions falls into a grey box this means that it does not comply fully with the Policy. In these cases the Authority may have to reject the application.

Planning the Application

Applicants should not underestimate the quantity of work involved for larger installations. The following timetable is offered as a guide

	9 months to 12 months before the proposed installation date
	· Consider outline proposals

· Approach relevant organisations and obtain all necessary documentation

· Read the Code of Practice

· Use the Application Form to help you plan

· Consider the need for any permanent equipment you may wish to have installed (Requests for these are subject to separate application processes and can take some time to complete)

	6 months to 9 months before the proposed installation date
	· Consult with interested parties to resolve any issues

· Discuss any issues about the application process with the Highway Authority

	6 months before the proposed installation date
	· For complex applications or significant changes to a previous application consider submitting you application, in draft form if necessary

	3 months before the proposed installation date
	· Finalise arrangements

· Make sure that all appropriate supporting information is completed

· Submit your application


What Happens to the Application when it is submitted

Your application will go through a checking process. The key stages are:

· Application Received

· Logged into the Directorate’s Mail system

· Application forwarded to local Inspector for Initial checking

· Inspector will refer issues of concern to an appropriate officer for review
e.g. Street Lighting Manager in the case of requests for attachment connection to street lighting equipment.

· Officers will contact the Applicant or resolve any issues

· Officers will report back to Inspector on resolution of issues

· Inspector will report on the Application to a person authorised to sign the Consent

· Subject to the application being satisfactory the Authority will issue a Consent

· Officers will monitor installation, operation and removal of the decorations and act on any matters of concern

How can I get help and assistance with the application?
There are a number of Officers in the Authority who are able to help. Initial contact should be made through the Highways, Transport & Recycling services Helpdesk by:

	Telephone
	01545 572572

	Email
	clic@ceredigion.gov.uk

	Letter
	Ceredigion County Council
Highways and Environmental Services, Penmorfa, Aberaeron, SA46 0PA

	In Person
	At any local Council Office who will refer your request to the Help Desk


Your request will be logged and passed to an appropriate Officer who will contact you.

The most likely contacts will be:

	Street Lighting Manager
	Enquiries relating to street lighting and other highway electrical installations

	Street Works Manager
	Enquiries relating to licences for placing permanent apparatus in the highway, temporary traffic signal approvals, traffic management issues

	Traffic Manager
	Enquiries relating to requests for road closures, traffic management proposals

	Inspector
	Enquiries relating to general policy, the location of decorations and other permissions that may be required


	1.1
	Applicant
	

	
	Organisation:
	

	
	Address:
	

	
	
	

	
	
	

	
	Post Code:
	

	
	
	

	
	Telephone:
	
	Fax:
	

	
	Email:
	

	
	
	

	1.2
	Contact
	

	
	Telephone:
	
	Fax:
	

	
	Email:
	

	
	
	

	1.3
	Proposed General Location for Installation of Decorations

(Further specific information will be required later in the application)

	
	Town/Village/Community
	

	
	Street(s)/General Area
	

	
	Period of Operation
	

	
	Hours of Operation
	


In submitting this application we confirm that we have read the Policy Documentation

	Signed for and on behalf of
	

	
	

	Signed
	

	Name (Print)
	

	Capacity
	

	Dated
	
	day of
	
	20
	


Please read the Guidance Notes before completing this form

	
	Please Note:
A Yes or No response in a greyed out box will require detailed consideration by an appropriate Highway Authority Officer
	Yes
	No
	CoP Ref.
	H.A. Approval

	A
	Structural Requirements
	
	
	
	

	A1
	Is any item to be attached to any Highway Authority apparatus such as a lighting column, sign, traffic signal etc 

Detail individual items on Schedule SR1 form attached.
	
	
	2.1 to 2.8
	

	A2
	Is any item to be located at less than the minimum recommended clearance (If Yes please provide details)
	
	
	2.9 to 2.11
	

	A3
	Have all load calculations been carried out and appropriate anchorages and catenary wires selected
	
	
	2.12 to 2.22
	

	A4
	Are new permanent infrastructure provisions included in the application  e.g. electrical supply points, post socket
(If Yes please provide details of each item)
	
	
	2.23 to 2.25
	

	A5
	Has each anchorage, anchorage point and catenary wire been visually inspected annually by a Competent Person and the results entered in an inspection register
	
	
	2.26 to 2.28
	

	A6
	Has each anchorage been inspected and load tested by a Competent Person at least every 5 years
(If Yes please provide details)
	
	
	2.26 to 2.28 5.18
	

	A7
	Are catenary wires programmed for replacement at least every 10 years or earlier depending upon condition or use
	
	
	2.26 to 2.28
	

	A8
	Are records of Inspection and Testing available for examination for each anchorage and catenary wire
	
	
	2.26 to 2.28
	


	
	Please Note:
A Yes or No response in a greyed out box will require detailed consideration by an appropriate Highway Authority Officer
	Yes
	No
	CoP Ref.
	H.A. Approval

	B
	Electrical Requirements
	
	
	
	

	B1
	Is electrical equipment mounted at or below 3 metres above ground level supplied at a maximum of 110 volts via a centre tapped transformer (55-0-55 volts) incorporating a suitably rated RCD in an IP66 weatherproof enclosure
	
	
	3.3
	

	B2
	Are ground mounted items supplied as a maximum SELV, 25-volt AC power supply, protected by an RCD situated as near as practicably possible to the source of supply
	
	
	3.4
	

	B3
	Will items mounted at on or less than 3 metres above ground level be protected by suitable barriers and the public kept at a safe distance of at least 2 metres
(If applicable please supply details of proposals)
	
	
	3.9 5.18
	

	B4
	Is it proposed to make any electrical connection to  Highway Authority equipment  e.g. street lighting column

If so provide details of the Authorised Person(s) who will undertake the work on form ACP1 and details of each item on Form EL1
	
	
	3.10 to 3.13 and 3.27 to 3.31
	

	B5
	Is connection to, insertion or removal of the fuse from the DNO cut-out required (G39 authorised person required)

If so provide details of the Competent Person(s) who will undertake the work on form ACP1
	
	
	3.10 to 3.13
	

	B6
	Do all festoon lamp holders comply with para 3.14 of the Code of Practice 
	
	
	3.14
	

	B7
	Will decorations containing flashing red, yellow or green lamps be erected within 10 metres of traffic signals, light controlled pedestrian crossings or zebra crossings
	
	
	3.15
	

	B8
	Are external sockets mounted on lighting columns proposed
(If Yes please provide details of each item)
	
	
	3.16
	


	
	Please Note:
A Yes or No response in a greyed out box will require detailed consideration by an appropriate Highway Authority Officer
	Yes
	No
	CoP Ref.
	H.A. Approval

	B
	Electrical Requirements continued
	
	
	
	


	B9
	Will Electrical Test Certificates for each Circuit from each Supply Point be provided within 5 working days of the decorations being Energised
	
	
	3.19
	

	B10
	Will a daily visual inspection of the decorations be carried out and a log of inspections kept
	
	
	3.21
	

	B11
	Are adequate Competent Persons available at all times for 24 hour Emergency attendance within 2 hours
Please supply details on Form EC1
Where Competent Persons do not attend within 2 hours or cannot be contacted the Highways Authority will arrange for works to be completed to ensure public safety and the reasonable costs will be recharged to the Operator
	
	
	3.23
	

	B12
	Do you undertake to pay any reasonable costs incurred in relation to item B11
	
	
	3.23
	

	B13
	Have arrangements been made with the DNO for electrical supplies and the payment of charges in relation to energy consumption
(If Yes please provide details)
	
	
	3.27
	

	B14
	Has a S50 Licence application been made for any items proposed to be permanently installed in the highway
(Contact the Street Works Section for an application at hpw.streetworks@ceredigion.gov.uk. 
	
	
	3.29 to 3.31
	

	B15
	Are decorations outside the highway boundary but linked to those within the highway to be erected to the same standards in all respects
	
	
	
	


	
	Please Note:
A Yes or No response in a greyed out box will require detailed consideration by an appropriate Highway Authority Officer
	Yes
	No
	CoP Ref.
	H.A. Approval

	C
	Traffic Management
	
	
	
	

	C1
	What are the planned dates for installation of the decorations


	
	
	
	

	C2
	What are the planned dates for removal of the decorations


	
	
	
	

	C3
	Have appropriate arrangements been made in respect of  Traffic Management during the installation, maintenance and removal of the decorations
	
	
	4.1 to 4.13
	


	D
	Insurance
	
	
	
	

	D1
	Has insurance in the sum of £5,000,000 in respect of any one incident been arranged (Please enclose copy of policy)
	
	
	5.14
	


	E
	General
	
	
	
	

	E1
	Do you have a letter of support for the application from the Town or Community Council
	
	
	
	


EL1 – Schedule of Individual Items Proposed for using Highway Authority Energy Supply

	Item
	Location
	Number of Days Operation
	Daily Hours of operation
	Hourly Load (watts)
	Load for Period of Operation

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Sheet  ____  of  ____

SR1 – Schedule of Individual Items Proposed for Attachment to Highway Authority Apparatus 

Notes for Completion (CoP Section 2 refers)

	Column 1
	Insert details of the item to be attached e.g. decoration, cable, support. 

	Column 2
	Identify the Highway Authority apparatus to which it is proposed to attach the item.

	Column 3
	Identify on a location plan where the apparatus is located using a unique reference number.
(CoP para 5.18 refers)

	Column 4
	Insert a unique reference number for the structural test and calculation results. 
The test and calculation results should be included with the application and carry the same reference number in the top right hand corner of the front page. 


	Column 1
	Column 2
	Column 3
	Column 4

	Item being attached
	Apparatus Being Attached to
	Location Plan Reference No.
	Structural Test Reference No.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Sheet  ____  of  ____

ACP1 – Authorised and Competent Person(s)

Authorised Person – operates under the direct instruction of the Highway Authority

Competent Person – employed by a Contractor, Distribution Network Operator, the Operator or Highway Authority.

	Name
	

	Company Name
	

	Address
	

	
	

	Tel:
	
	Fax:
	
	Email:
	

	Qualification(s):
	

	


Please enclose copies of appropriate qualifications

Authorisation

	The above named person has been Authorised by Ceredigion County Council as Highway Authority as:

	An Authorised Person allowed to remove inspection covers, doors or panels affording access to apparatus to make connections from Highway Authority equipment (NICEIC registration required
	Yes
	No

	A Competent Person allowed to connect, insert or remove a fuse from the cut-out

(Appropriate Electrical Association Engineering G39/1 required)
	Yes
	No

	For the period:
	
	to:
	

	In respect of the Installation, Operation and Removal of Seasonal Decorations at:

	

	Signed
	
	Print Name
	

	Position
	
	Date
	


EC1 – Emergency Contact Details for Competent Persons

	Insert below details of the Competent Persons to be available at all times for 24 hour Emergency attendance within 2 hours. Where Competent Persons do not attend within 2 hours or cannot be contacted the Highways Authority will arrange for works to be completed to ensure public safety and the reasonable costs will be recharged to the Operator.

	In respect of the Installation, Operation and Removal of Seasonal Decorations at:

	

	


	
	
	Date(s) Available
	Times Available

	Name of Competent Person
	Organisation/Company
	From
	To
	From
	To

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Note:  Form ACP1 should be completed for each person shown above


CEREDIGION COUNTY COUNCIL

HIGHWAYS ACT 1980 - SECTION 178

The Ceredigion County Council as Highway Authority for the highways listed below hereby gives consent, pursuant to Section 178 of the Highways Act 1980, to _____________________________________________________________("the Operator") to erect, maintain operate and remove decorations on or above the highways listed on the attached schedule and plan.

The decorations shall be as detailed on the plan submitted with the application dated  ________________ Reference ____________________________________ and any specific additional or modified requirements set in writing by the Authority and attached to this consent.

This consent shall operate from ___________________________ until _______________________  unless the Operator wishes to make significant changes to the installation in which case a new application is required.

The installation work shall commence, and the removal work be completed not more than ____________________________________ before and after the period of operation which is 

from  _______________________________ to _____________________________

The decorations shall be installed and operated according to the County Surveyors Society Code of Practice for such works and the Additional Conditions notified by the Authority.

Signed on behalf on the Highway Authority

________________________________

For the Highway Authority

Date _______________________________

In consideration of the County Council granting the written consent to the Operator under Section 178 of the Highways Act 1980 the Operator shall comply in full with the County Surveyors Society Code of Practice for such works and any Additional Conditions notified by the Authority and shall indemnify the County Council and their servants and agents against all loss, damage or expenses and any claims, actions, proceedings or demands (including any necessary incidental costs) which may arise out of the granting of the consent except to the extent that such loss, damage, expenses, claims, action's proceedings or demands are attributable to the willful default or negligence of the County Council, their servants or agents.

Signed on behalf of the Operator

_______________________________

Date _____________________________

Circulation:
Inspector


Street Works Section (Traffic Delay sheet for SDO)

CEREDIGION COUNTY COUNCIL

HIGHWAYS ACT 1980- SECTION 178

Notes

Note 1 
The consent given by this notice is solely for the purpose of the provisions of Section 178 of the Highways Act 1980 and does not exempt the Operator from obtaining any further consents or permission which may be required.

Note 2 
This consent is granted pursuant to subsection (1) of Section 178 and the Operator's attention is drawn to:-

(a) 
Section 294 of the Highways Act 1980 which provides powers for representatives of the County Council to satisfy themselves that the works of construction and maintenance are properly carried out.

(b)
The rights of appeal contained in Section 178 (2) of the Highways Act 1980 which reads as follows:-

"Subsequent to subsection (3) below, a person aggrieved by the refusal of consent under subsection (1) above or by any terms or conditions attached to such a consent may appeal to a magistrates court."

Subsection (3)) states:-

"No appeal lies under subsection (2) above against any terms or conditions attached by the Minister to a consent given by him under this section if he declares the term or condition to be necessary for the purpose of securing the safety of the persons using the highway to which the consent relates or of preventing interference with traffic on it"

Note 3 
Any person or organisation erecting or installing seasonal decorations on or above a public highway without consent under Section 178 of the Highways Act 1980 is committing an offence and may be liable to prosecution by the Highway Authority.
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