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This template is provided for guidance only. The content must be reviewed and edited to accurately reflect the layout, operation, staffing structure, risks and procedures within your venue.

Generic or unedited policies may not reflect actual practice and may not demonstrate compliance with legal or licensing expectations.


	Capacity Management Policy

Date Created:
Date of last review: NB Policies should be reviewed annually.

	The agreed capacity information for this premises is:

	Total licensed capacity:		 
	

	Comfort capacity: 		
	

	Internal capacity breakdown (if applicable): 		 
	

	External / outdoor capacity (if applicable): 		 
	

	Notes on conditions, restrictions, or variations: 	 
	

	Where there is uncertainty around capacity calculations, fire safety requirements, or licensing conditions, advice should be sought from appropriate professionals. This may include the local fire and rescue service, the local authority licensing team, or a competent fire safety advisor.



Expected Standards
There are 4 licensing objectives of equal importance:
· The prevention of crime and disorder
· Public safety
· The prevention of public nuisance
· The protection of children from harm

This policy sets out how we manage occupancy, crowd movement and overall safety within the premises to ensure a welcoming, friendly and safe environment for all customers and staff.

Overcrowding can create serious risks including disorder, increased crime, public nuisance and situations where people may become crushed or feel unsafe. We are committed to managing occupancy effectively to support a safe environment and to uphold the licensing objective of Public Safety.

This policy reflects our legal duties under Health and Safety law, fire safety legislation (including the Regulatory Reform (Fire Safety) Order 2005), licensing objectives and relevant Protect Duty (Martyn’s Law) principles relating to public safety and terrorism risk awareness.

Overcrowding is not simply an operational issue; it is a safety risk. It can lead to:
· Disorder and escalation of incidents
· Increased crime risk
· Public nuisance
· Crushing or serious injury risk
· Fire safety hazards and delayed evacuation in an emergency
· Staff and customer fear or distress

We must consider how people move through the venue at all stages: [Edit for relevant inside/outside spaces]
· Arrival and entry
· Movement inside the premises
· Use of facilities (bar, toilets, seating, dance areas)
· External areas (queues, smoking areas, gardens, pavements)
· Exit and dispersal

We also recognise that certain individuals may become more vulnerable in crowded environments, including:
· Intoxicated or distressed individuals
· Young people
· Older customers
· People with disabilities or additional needs
We will apply reasonable adjustments and inclusive practice in managing safety and capacity.

We operate on the basis that safe capacity management is proactive, not reactive.
We will:
· Maintain clear sightlines and movement routes
· Prevent overcrowding before it develops
· Support staff to intervene early and confidently
· Ensure all areas of the premises remain safe and accessible
Failure to manage capacity effectively undermines all four licensing objectives and will not be tolerated.


PROTECT DUTY CONSIDERATIONS
In line with Protect Duty principles, we will maintain awareness of potential hostile or malicious threats in crowded environments. [Edit All Door Staff /Staff] should be alert to:
· Unusual behaviour or unattended items
· Overcrowding that restricts safe evacuation routes
· Barriers to clear movement or escape

Any concerns must be escalated immediately to [Add details here e.g. management/supervisors] and recorded appropriately. [Add specific details]
Capacity and Crowd management decisions should always consider both safety and security risks.
[bookmark: _gjdgxs]
WHAT TO LOOK OUT FOR?
Every staff member has a responsibility to monitor capacity.

INTERNAL AREAS:
Staff must watch for overcrowding in: 
[INSERT VENUE-SPECIFIC LOCATIONS – e.g. bar area, toilets, entrance, corridor routes, dance floor, seating areas]

EXTERNAL AREAS:
Staff must also monitor: 
[INSERT VENUE-SPECIFIC LOCATIONS – e.g. smoking area, beer garden, queue line, pavement frontage]
Signs of concern include:
· Restricted movement between areas
· Long waiting times causing congestion
· Blocked exits or pinch points
· Rising tension or agitation in crowds

Any reconfiguration of internal or external layouts must be risk assessed in advance and must not result in the loss of any designated fire exit or safe egress route under any circumstances 

DOOR STAFF RESPONSIBILITIES: [Edit if no door staff]
· Be informed of the capacity for the shift (which may differ from total licensed capacity)
· Be aware of any area-specific limits (bar, garden, event space etc.)
· Use footfall counting systems (in/out counters where available)
Record occupancy levels at least every 30 minutes during peak periods

STAFF RESPONSIBILITIES:
· Be informed of the capacity for the shift (which may differ from total licensed capacity)
· Be aware of any area-specific limits (bar, garden, event space etc.)
· Understand the Premises Capacity Management policy (reviewed annually) or any Risk Assessments
· Act immediately if overcrowding is observed

MANAGEMENT RESPONSIBILITIES
[Edit Managers] are responsible for ensuring effective control systems are in place: [Edit to fit business]
· Weekly review of incident logs (including overcrowding incidents)
· Action plans to address recurring issues
· Layout planning to support safe movement and avoid bottlenecks
· Use of seating strategies to reduce standing congestion where appropriate
· Ensuring adequate staffing levels at peak times
· Managing controlled entry during busy periods

[bookmark: _30j0zll]WHEN TO STEP IN 
If you see overcrowding, take reasonable steps to eliminate or reduce the risks. 
· Assess cause and location
· Take steps to ease congestion (Edit: redirect flow, open space, implementing phased service, pause entry)
· Inform [Edit Manager/duty manager/security] immediately
· Confirm with [Edit door staff/staff] whether entry should be paused
· Record the incident in the incident log located at: [Edit ____________________]

Staff must act proportionately but decisively. Waiting for escalation is not acceptable where risk is present.

EVENTS OUTSIDE NORMAL TRADING [Edit]
This includes occasions such as seasonal events (e.g. Christmas, Halloween), major sporting events, themed or promoted nights and bank holidays, where increased footfall or changes in customer behaviour are expected.
· All such occasions will be subject to a proportionate risk assessment, with consideration given to customer numbers, flow, changes in layout, staffing levels and the management of internal and external areas.

By signing below, staff confirm that they have read and understood the Capacity Management Policy and agree to act in accordance with its contents.

Name: 

Role:

Signature:

Date:
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