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1 Organising an event 

Every event is different and every event is a project. 
Projects has different steps, which all affect to the outcome. 
By going through the steps carefully, the event will realise as 
planned. Some of the big outlines in organising an event 
should be: 

• ideation of the event concept 
• organising responsibilities 
• booking the venue 
• budgeting, briefing and marketing 
• safety and security issues 
• production of the event and post-evaluation and reporting 

Optimising environmental resources is a key part of sustainable development, to 
which the city of Jyväskylä is committed. Therefore, event organisers also want to 
consider environmental issues. Environmental friendliness is also a significant image 
factor and competitive asset at events. 

This guide contains essential information considering organising an event in 
Jyväskylä. 

2 Before the event 

2.1 Ideation  

It is important to spend enough time and resources with the event concept and 
planning. This way, the outcome of the event will be as successful as possible.   

Already in the initial stages, it is worthwhile to find out about concurring events; the 
organisers of those events could be competitors or possible partners to your event. 
In addition, necessary permits and limitations with time and place are good to check 
beforehand. Palvelupiste Hannikainen aids with these matters. After these are taken 
care of, it is time to contact partners for your event.  

Important when polishing the event concept: 

• The target groups 
• Content of the event 
• Outdoor or indoor event -> choosing the venue 
• Risks -> weather conditions at outdoor events  
• Time of the event -> concurrent events 
• Timetable for the event  
• Collaborating partners 
• Financing 
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2.2 Timetable 

Production timetable (before the event) is a valuable tool in the event organising 
process. Timetable moves the process along and it especially concentrates on venues 
and permits. In addition, the timetable considers special requirements in marketing, 
ticket sale, supplementary programs, performers, logistics and accommodation. 

It is also important to make a timetable for the actual event. Certain stages and steps 
in event organising can only be done in sequence in time and are connected to each 
other.  

Consider these when deciding the time of the event 

• Concurrent events -> benefits from mutual target groups 
• Availability and suitability of the venue 
• Accommodation capacity  
• Need for volunteers 

 

 

 

2.3 Organisation 

Explicitly divided tasks and effective communication are vital for the event to 
succeed even though the organisation and responsibilities vary depending on the 
event. There must be at least one person who is in charge, a project manager, who 
make sure that everything is happening according to plan.  

It is useful to utilize different teams, for instance partners, when delegating 
responsibilities. For instance, these teams can be responsible for event marketing, 
financial planning, program planning or meal planning. Partners can also contribute 
financially.  

2.4 Venue 

Suitable venue is crucial for a successful event. The time of the event, location, 
infrastructure, accessibility, transportation, supplementary programs, 
accommodation, the feel of the venue and costs are things to consider when 
choosing the right venue.   

In Jyväskylä, it is possible to organize variety of events and the city offers different 
facilities and venues. Sports events, concerts, festivals, and outdoor events are 
possible in Jyväskylä. In addition, there are facilities suitable for meetings and 
congresses.  

TIP: The event calendar of the city of Jyväskylä shows all the events in the city 
https://kalenteri.jyvaskyla.fi/en/events/calendar 
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In order to get the perfect venue for the event, the search and booking process has 
to be done in time.  

Things to consider when choosing a venue: 

Location 

• Traffic communications and 
parking 

• Accessibility 
• Supplementary programs and 

accommodation 
 

Size of the venue 

• Estimation on the number of participants defines the size of the required 
space. The modifiability of the venue into varied sizes is good to think about. 

 

Technique 

• Available electricity, water, constructions and fittings 
• Telecommunications 
 

Recognisebility 

• Audience knows where the venue is and how to get there 

• How the event’s contents/nature goes together with the venue and/or 

surrounding 

• Suitable venues can be searched from the event city’s web pages 

https://www.jyvaskyla.fi/en/event-city/venues 

Accessibility  

Accessibility is an important issue when planning an event, especially how different 
structures are going to be located in the venue. The venue should be functional, safe 
and pleasant for the users. 

Unobstructed spaces makes it also easier to move things, to clean and to maintain 
the venue. In addition to removing physical obstacles, pay attention to: 
 

• effective communication before and during the event 
• the communication is clear and understandable 
• recognition of the special needs of participants 

 

https://www.jyvaskyla.fi/en/event-city/venues
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Number of participants 

- Indoor events 
 
Building permits dictate the maximum number of people in a space. This number is 
influenced for example by the building’s fire class, surface area and the width of exit 
hallways.  
 

- Outdoor events 
 
Rule of thumb for counting the maximum 
capacity of people in outdoor events is 
that per person there is 1m² of free 
surface area. The free surface area does 
not include structures in the area, for 
example stages, stowage, toilet areas and 
cloakroom areas. In addition, the width 
of exit routes can limit the maximum 
capacity. 

2.5 Finance  

Financial planning begins already on the initial stages of the event planning process. 
It is important to be able to follow the financial flow in real time so that possible 
corrections and adjustments can be made in time.  

https://www.jyvaskyla.fi/en/event-city/organize-event 

Simplified example of a budget model 

Incomes 

• Ticket sale 
• Partners  
• Own funding  
• Product etc. sales  

Expenses 

• Venue’s rent 
• Permit fees  
• Salaries and other fees 
• Marketing expenses  
• Other organising expenses 

https://www.jyvaskyla.fi/en/event-city/organize-event
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2.6 Subsidies from the city of Jyväskylä 

Registered unions and groups like working committees, communities and action 
committees can apply certain subsidies from culture, youth and folk organisations. In 
addition, private persons can apply culture subsidies. Subsidies for sports are granted 
only for registered unions. In general, subsidies can be granted for a specific event, 
operations or projects. 

Subsidies for yearly operations can be granted for unions that are registered into 
Jyväskylä. This financial aid is based on the operational plan provided by the union 
with the application. This application is done before the event or project has begun. 

More information: https://www.jyvaskyla.fi/en/jyvaskyla-information/city-jyvaskyla-
grants 

2.7 City of Jyväskylä as a partner  

The city makes contracts with events based on their own consideration and budget. 
The contract is based on certain criteria such as how the event fits with city’s 
strategy and image. In addition, contributing 
factors are the financial benefits of the event 
to the city, the novelty of the event and its 
potential to grow. 

Collaboration with the city can be related to 
marketing, applying/organising or hospitality.  

Apply for a partnership by filling out an 
electronic form and we will contact you.  

Link to the form.  

More information: Communication Manager Emmi Palokangas, tel. +358 50 
3125370, emmi.palokangas (at) jyvaskyla.fi   

Subsidies and collaborators 

There are plenty of foundations and trust in Finland from which grants and benefits 
can be applied. More information: saatiorahastot.fi 

The government can also grant subsidies for organising an event.  
More information: https://minedu.fi/en/subsidies or https://www.taike.fi/en/grants-
and-subsidies 

 

https://www.jyvaskyla.fi/en/jyvaskyla-information/city-jyvaskyla-grants
https://www.jyvaskyla.fi/en/jyvaskyla-information/city-jyvaskyla-grants
https://forms.office.com/Pages/ResponsePage.aspx?id=XNA0_PKiwkqJxbRPOp9FHGwIFA7x8w9AkDVWWV56d2xUM0xCV1BDRUQ3VDE5UklPWkZRVDhUMEc3Ti4u
https://saatiotrahastot.fi/en/frontpage/
https://minedu.fi/en/subsidies
https://www.taike.fi/en/grants-and-subsidies
https://www.taike.fi/en/grants-and-subsidies
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3 Marketing and briefing  

The marketing of an event focuses on the public, event participants and collaborating 
partners. Target groups are mapped and studied in order to find suitable marketing 
channels for the desired target group. Briefing and informing are targeted to media 
that helps to reach those officials who are left outside permit procedures for 
example.  

The marketing of an event happens before, during and after the event. The before 
part of marketing is good to begin well in advance the actual event day. A thorough 
marketing and communications plans makes sure that a large enough audience will 
be reached and it makes the briefing easier when the event day closes in.  

3.1 Briefing and marketing tips 

• Media bulletins (brief description on the event and contact information)  
• Social media 
• Adverts on print media, radio, television 
• Streetside adverts, flyers, banners etc. in the city 
• Online event calendars: The city’s event calendar 

https://kalenteri.jyvaskyla.fi/en/events/calendar, Keskisuomalainen 
http://ksml.menoinfo.fi/ 

• Posters on city’s bulletin boards  
• Leaflets 
• Invitation letters 
• Campaigns 
• Press conferences 
• You can ask tips for marketing, especially on social media, from the tourist 

office of Visit Jyväskylä Region: https://visitjyvaskyla.fi/en/home/, 
matkailu@jyvaskyla.fi  

 

3.2 Street advertising and plaques in Jyväskylä 

Event plaques 

Relevant information for the public in a plaque is the name of the event, the 
venue/location and date and time. Plaques only meant for advertising a product or a 

https://kalenteri.jyvaskyla.fi/en/events/calendar
http://ksml.menoinfo.fi/
https://visitjyvaskyla.fi/en/home/
mailto:matkailu@jyvaskyla.fi
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performer (in an event) are not allowed. A typical example of a plaque is a circus 
plaque. The event organiser should also utilize the city’s mutual bulletin boards.  

Permits for temporary plaques can be granted for up to 14 days for sports and 
culture events and other local public events to be placed outside the city’s grid plan.  

Permits for temporary plaques are applied jointly with the area permits (city’s public 
areas). If the event does not require an area permit, a permit for plaques is applied 
with a separate form only.  

More about plaques: https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-
tapahtuma/vinkkeja-markkinointiin (in Finnish) 

ELY-centre grants permits for their own areas (public roads). 

More information: ELY customer service, tel. +358 02 9502 0600 
https://www.ely-keskus.fi/palvelukohdeopasteet#.V7GVIPmLRhE (in Finnish) 

Ground stickers 

Ground stickers are suitable for pedestrian streets just as long as their placement and 
materials do not cause any danger (sliding). As with other event adverts, the stickers 
are only permitted in local events. 

Banners in pedestrian centre  

Banners spaces in the pedestrian street can be rented from the city of Jyväskylä. 

More info:  https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-
tapahtuma/vinkkeja-markkinointiin/promootiot-ja-banderollit (in Finnish) 

Advertising 

Street advertising is possible in Jyväskylä with the help of advertising companies who 
have contracts with the city. The contracts include advertising in bus stops, light poles, 
screens and certain garbage cans for example.  

• Light pole adverts  atlasmedia.fi 
• Garbage can adverts spotvision.fi 
• Screens and bus stops https://www.clearchannel.fi/en/ and 

https://www.jcdecaux.fi/en 
• Advertising in a bus laulavaovipumppu.fi 

Distribution of flyers  

The distribution of flyers and advertisements is permitted and free of charge in 
public areas of the city. However, tents, brochure racks, or other structures are not 
allowed, when delivering flyers. The operation must not be generally disturbing, 
offensive or endanger traffic or other activities in the area.  

https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/vinkkeja-markkinointiin
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/vinkkeja-markkinointiin
https://www.ely-keskus.fi/palvelukohdeopasteet#.V7GVIPmLRhE
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/vinkkeja-markkinointiin/promootiot-ja-banderollit
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/vinkkeja-markkinointiin/promootiot-ja-banderollit
http://www.atlasmedia.fi/
http://www.spotvision.fi/
https://www.jcdecaux.fi/en
http://www.laulavaovipumppu.fi/
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Bulletin boards 

Bulletin boards for event organisers can be found in the city centre from Asema-
aukio square, Kauppatori market and Kirkkopuisto park.  

These bulletin boards can be used freely and are meant for announcements and 
information sheets. Any insulting, inappropriate or illegal adverts are removed 
immeadiately. A responsible event organiser makes sure to remove the advert from 
the bulletin board after the event is over or the information is outdated.  

More information: https://www.jyvaskyla.fi/elinkeino-ja-tyollisyys/luvat/opasteet-ja-
mainokset-katualueella (in Finnish) 

Digital screens  

The City of Jyväskylä offers free advertising 
space for public events on digital screens on 
Messusilta and Asemakatu.  

Messusilta bridge, located between the 
travel centre and Paviljonki, has two screens 
in both directions. Event advertisements can 
be also shown on digital screen at the 
corner of Asemakatu and Vapaudenkatu.  

Advertisement spots are free of charge, but making of the advertisement is at the 
expence of the event organiser. The spots are usually in use for one- or two-week 
period.  

More information: Marketing Manager Jaana Ruponen 
jaana.ruponen (at) jyvaskyla.fi, tel. +358 50 344 6496 

Online event calendar of Jyväskylä 

The event can be added into the event calendar free of charge. 
https://kalenteri.jyvaskyla.fi/en/events/calendar  

 

4 Insurances 

Liability insurance 

Liability insurance protects the insured from possible damage claims. The insurance 
reimburses for person and object damages of which the insured is responsible for 
according to law. The insured is not responsible for any inadequacies in security and 
safety issues (usually bought services) or for the state of the venue and fixtures in it. 
Damages happened to the event organiser, staff or volunteers are not covered in the 
insurance. 

https://www.jyvaskyla.fi/elinkeino-ja-tyollisyys/luvat/opasteet-ja-mainokset-katualueella
https://www.jyvaskyla.fi/elinkeino-ja-tyollisyys/luvat/opasteet-ja-mainokset-katualueella
https://kalenteri.jyvaskyla.fi/en/events/calendar
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Accident insurance 

The event organiser is required by law to insure every hired member of the staff. 
Volunteers are not obliged to be insured by the organiser, but it is highly 
recommended, since anything can happen during the event when a large group of 
people work together. 

5 Permits and announcements 

Organising an event requires usually certain permits and making announcements 
stated by several laws, regulations and instructions. The nature of the event, the 
number of participants and the location of the venue determines what permits need 
to be applied. In the case of bigger events, the event has to have the landowner’s 
permission and a notification to the police is required as well almost without 
exception. In addition, rescue department and Regional State Administrative Agency 
require their own permits and notifications. Each permit and notification have 
different processing times so it is important to be early with the application 
processes.   

The event organiser is responsible for applying the permits and making the necessary 
announcements/notifications. To make sure what is required, it is good to contact 
the authorities in question with each permit. 

The most common event permits and processing times 

Permit/announcement Recipient Licensor Processing 
times 

Area permit, small events (squares, 
parks, street areas)  

E-permit application / Palvelupiste 
Hannikainen 

Urban planning and city infrastructure 
/ Palvelupiste Hannikainen 2 weeks 

Area permit, big events (squares, parks, 
street areas)   

E-permit application / Palvelupiste 
Hannikainen 

Urban planning and city infrasructure 
/ traffic- and greenspaces 1 month 

Area permit (sports facilities, playing 
fields, Hippos) 

The city sport services 
liikunta.varaukset[at]jyvaskyla.fi The city sport services  1 month 

Trading licence, smoking, selling Environmental health care / 
Palvelupiste Hannikainen 

Urban planning and city infrastructure 
/ Environmental health care  1 month 

Notification of noice (PA equipment) E-permit application / Palvelupiste 
Hannikainen 

Urban planning and city 
infrastructure/ environmental 
protection  

1 month 

Waste management plan  Environmental protection / 
Palvelupiste Hannikainen 

Urban planning and city infrastructure 
/ environmental protection  1 month 

Temporary constructions over 2 weeks / 
action permit  

E-permit application / Palvelupiste 
Hannikainen 

Urban planning and city infrastructure 
/ Building control  2 months 

Notifications for the rescue department, 
rescue and safety plan 

Central Finland's Rescue 
Department  Central Finland's Rescue Department 1 month 

Fireworks, pyrotechnic devices Central Finland's Rescue 
Department Central Finland's Rescue Department 1 month 

Permits and notifications for the police Central Finland Police  Central Finland Police 2 months 

Liquor licence 
Regional State Administrative 
Agency for Western and Inland 
Finland  

Regional State Administrative Agency 
for Western and Inland Finland 1 month 

Temporary electricity  Alva-yhtiöt Oy Alva-yhtiöt Oy 1 month 

Permits and announcements will be taken to the permit process, when all the necessary enclosures and reports 
have been delivered to the permit handler. Some permits become operative after a certain time after the 
decision, and e.g. the police can license its permits only, when the area permit is licensed. Anyhow, some 
authorities may take the permits in process, when the area permit is about to be certain. 
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5.1 Authority meetings and inspections 

In the case of big events and new events (arranged for the first time), it is 
recommended to arrange a meeting with the authorities. The authorities include all 
the necessary parties who are granting permissions for the event. The event 
organiser presents for instance the plans for the venue area and security and safety 
issues in the meeting. Depending on the nature of the event, participants can be the 
police, environment- and rescue authorities and authorities related to serving 
alcohol.  

Assistance for arranging the meeting can be inquired from the party who grants the 
area permit. 

More information: Palvelupiste Hannikainen, tel. +358 (0)14 266 5025, email: 
palvelupistehannikainen (at) jyvaskyla.fi 

Before the event (large or otherwise significant), relevant authorities inspect the 
event area. The event organiser is responsible for calling the necessary parties 
together. The inspection is arranged in time so that all participants can attend to it. 
Constructions, waste management, safety risks and traffic arrangements for example 
are the issues under inspection.  

5.2 Area permit 

Area permit is usually required if  

• the event restricts the general use of the area 
• the event calls for actions to keep order and safety  
• special traffic arrangements are necessary (permits from police and rescue 

departments).  

The landowner of the event area defines from whom the permit is coming from. 
Permits are always handled with discretion and case by case.  

In the case of bigger events, it is necessary to notify the police as well. Permits and 
notifications have different processing times. Existing fees are collected from the 
permits. 

5.2.1 Area permit is not required 

Permit is not required for short-term events or events arranged by a private person 
(celebrations, birthdays etc.). However, the area can be reserved for the above 
mentioned use. If the event is arranged in a restaurant or another location with a 
permanent staff, permits are not usually required. 

5.2.2 Landowners’ information (from whom to ask the permit) 

This information can be inquired from Palvelupiste Hannikainen,  
tel. +358 (0)14 266 5025, email: palvelupistehannikainen (at) jyvaskyla.fi 
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Areas owned by the city 

The city leases its own areas temporarily for events 
and campaigns. Public areas are governed by 
different operators within the city. You’ll find more 
detailed contact information below. 

More information about area permits 
jyvaskyla.fi/tapahtumakaupunki/jarjesta-
tapahtuma/luvat/alueen-kayttolupa (in Finnish)  

Pedestrian centre (Kauppakatu street between Kilpisenkatu and Are square): 
Palvelupiste Hannikainen, tel. +358 (0)14 266 5025, email:  
palvelupistehannikainen (at) jyvaskyla.fi 
 
Event locations 
https://www.jyvaskyla.fi/tapahtumakaupunki/tapahtumapaikat/ulkotilat 
 
Promotional locations  
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/vinkkeja-
markkinointiin/promootiot-ja-banderollit (in Finnish) 
 
Exercise parks and ball courts 
liikunta.varaukset (at) jyvaskyla.fi  

https://www.jyvaskyla.fi/tapahtumakaupunki/tapahtumapaikat/liikunta-ja-
urheilupaikat (in Finnish)   

Family parks 
Social and health care services 

https://www.jyvaskyla.fi/ymparisto/viheralueet/tutustu-
viheralueisiin/leikkipuisto/leikkipuistojen-esittelyt (in Finnish)   

Parks 
https://www.jyvaskyla.fi/ymparisto/viheralueet/tutustu-viheralueisiin/puistot (in 
Finnish) 
 
Schools’ courts 
Schools’ rectors 
jyvaskyla.fi/varhaiskasvatus-ja-koulutus/perusopetus/perusopetus-
jyvaskylassa/koulut  (in Finnish)   
 

5.2.3 Fees (streets, parks, market places, squares and harbours, forests and water 
areas) 

The fee is based on the nature of the event and the size. In some cases the permit 
can be free, for instance when the event is small and without an entrance fee. 

https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/luvat/alueen-kayttolupa
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/luvat/alueen-kayttolupa
https://www.jyvaskyla.fi/tapahtumakaupunki/tapahtumapaikat/ulkotilat
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/vinkkeja-markkinointiin/promootiot-ja-banderollit
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/vinkkeja-markkinointiin/promootiot-ja-banderollit
https://www.jyvaskyla.fi/tapahtumakaupunki/tapahtumapaikat/liikunta-ja-urheilupaikat
https://www.jyvaskyla.fi/tapahtumakaupunki/tapahtumapaikat/liikunta-ja-urheilupaikat
https://www.jyvaskyla.fi/ymparisto/viheralueet/tutustu-viheralueisiin/leikkipuisto/leikkipuistojen-esittelyt
https://www.jyvaskyla.fi/ymparisto/viheralueet/tutustu-viheralueisiin/leikkipuisto/leikkipuistojen-esittelyt
https://www.jyvaskyla.fi/ymparisto/viheralueet/tutustu-viheralueisiin/puistot
http://www.jyvaskyla.fi/opetus/koulut
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The fee consists for example 

• handling fee for the permit including possible inspections of traffic 
arrangements plan 

• supervision fee based on the number of needed inspection visits to the 
location 

• rent collected from commercial events  

The fees are based on valid rates when the permit is granted. More information: 
jyvaskyla.fi/sites/default/files/atoms/files/tapahtumalupataksa.pdf (in Finnish) 

5.2.4 Arranging competitions in terrain and water areas 

Terrain traffic 

Competitions and rehearsals in terrain and water areas require the land or water 
area owner’s permit and a permit from the construction and environment municipal 
government. In this context, terrain is understood as a water or land area covered in 
ice, which is not a road and is not meant for traffic (with motorized vehicles). 

Water traffic 

For organising competitions and rehearsals the permission of the Construction and 
Environment Board must be applied, in addition to the permission of the owner of 
the water area.  

Motorboat competitions and rehearsals: 
https://www.jyvaskyla.fi/ymparisto/ymparistonsuojelu/lupa-ja-
ilmoitusasiat/moottorivenekilpailut-ja-harjoitukset (in Finnish) 

More information: Environmental auditor tel. +358 (0)14 266 5172 

5.2.5 Notification of noise, PA equipment 

The effects of noise to the environment must be considered already in the planning 
stages of the event. If PA equipment is used, it usually requires a notification of 
noise. 

The organiser of the event makes the assessment if the notification is necessary. The 
assessment considers the level of noise, distance of residential buildings and the time 
of the event. The notification is made at least 30 days before the event. Valid fee is 
collected of the notification. 

More information: Environmental auditor tel.  +358 (0)14 266 5175 or Palvelupiste 
Hannikainen tel.  +358 (0)14 266 5025 
Check also: ymparisto.fi/en-US  -> Forms, permits and environmental impact 
assessment 

https://www.jyvaskyla.fi/sites/default/files/atoms/files/tapahtumalupataksa.pdf
https://www.jyvaskyla.fi/ymparisto/ymparistonsuojelu/lupa-ja-ilmoitusasiat/moottorivenekilpailut-ja-harjoitukset
https://www.jyvaskyla.fi/ymparisto/ymparistonsuojelu/lupa-ja-ilmoitusasiat/moottorivenekilpailut-ja-harjoitukset
http://www.ymparisto.fi/en-US


16 

 

5.3 Permits and notifications for the police 

5.3.1 Organising a public event 

An event is public when the participation does not require an invitation or being part 
of a certain community. A notification is made without exceptions when the 
organiser sees that the event requires a security officer or the presence of a traffic 
guide.  

Written notification of the event is left to the police at least 5 days before the event. 
However, during high season (e.g. on holidays, in summer) and with large public 
events the organiser must contact the police months, or at least weeks, before the 
event. 

Notification form for public events is on the police’s webpage: 
https://poliisi.fi/en/public-events (in Finnish) 

5.3.2 Traffic guides and closing roads 

When guiding and closing of roads is necessary, a notification for the police is 
required. The police assigns the guides and after hearing the road’s owner, makes 
the decision about closing the road.  

If speed races are organized in the traffic rounds within the city plan, city council 
grants the permit. The police grants permits for other roads. For a rally, a permit 
application for closing roads should be left to the police 2,5 months before the rally.  

5.3.3 Security services 

A person who is 18 years old, suitable with personal features and has carried out the 
basic training of a security officer, can act as one in an event. The security officer has 
also to have the approval for the position by the police in his/her municipality of 
residence. 

There must be one security officer per 50 people depending on the nature of the 
event. 

5.3.4 Notifications made for the police (city police where the event is held) 

• Outdoor event on a public location 
• Large event (several hundred participants) 
• Event for special groups 
• Time of the event: late in the evening or lasting after 22pm 
• The event requires a rescue plan (over 200 participants) 
• Fireworks 
• Rallies, races or closing down the road 
• Events with serving of alcohol 

More information: https://poliisi.fi/en/public-events 

https://poliisi.fi/en/public-events
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5.4 Permits and notifications for the rescue department 

5.4.1 Rescue and safety plan 

The event organiser must make sure that safety and order are maintained during the 
event and draw up a rescue and safety plan for the rescue department. In the case of 
public event the plan must indicate the risks and danger of the event. The rescue 
plan can be a part of the overall safety plan.  

Safety plan is mandatory by the rescue 
law (379/2011) 16 §. The plan is made in 
relation to an event’s size and resources. 
Mapping possible risks in advance and 
what to do to them are the basis of a 
safety plan.  

Criteria for a safety plan 

• Over 200 participants in the event 
• Audience is a special group of over 100 people: small children, senior citizens, 

disabled people etc.  
• The event is held in an interior that is not designed for public events and has 

an audience of over 100 people 
• Open fire, fireworks or pyrotechnics are used in the event 
• The exit arrangement differ from normal practices 
• The nature of the event can put the participants in danger 

The necessity and possible permits should be checked from the rescue department 
of the city/area. The plan must be at the rescue department 14 days before the 
event. A guide for the rescue plan in public events can be found here: 
http://www.pelastuslaitokset.fi/  (in Finnish) 

More information: keskisuomenpelastuslaitos.fi  

5.4.2 Fireworks 

Any other time than New Year’s Eve, the use of fireworks must be notified to the 
rescue department. Based on the notification, the rescue department makes a 
written decision which can include restrictions for the use of fireworks or forbid it all 
together. The notification must be made 5 days before the use of fireworks for the 
rescue department. A notification to the police as well must made in case of big 
firework shows. In addition, a need for notification of noise should be checked 
(between 22pm and 7am any other time than New Year’s Eve). 

5.4.3 Events during the state of emergency 

During a state of emergency, e.g coronavirus pandemic, the event organiser must 
follow valid recommendations and restrictions of the authorities.  

More information:  

http://www.pelastuslaitokset.fi/
http://www.keskisuomenpelastuslaitos.fi/
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• Finnish Institute for Health and Welfare https://thl.fi/en/web/infectious-
diseases-and-vaccinations/what-s-new/coronavirus-covid-19-latest-updates 

• Regional State Administrative Agency https://avi.fi/tiedotteet (in Finnish) 
• The City of Jyväskylä’s valid recommendations and restrictions 

https://www.jyvaskyla.fi/en/health-care-and-social-services/healthcare-
services/information-coronavirus-jyvaskyla/current 
 

5.5 Consumer safety 

Safety document 

A natural person must make a written safety plan, that is a safety document, in the 
case of a high-risk event, which can cause danger to someone’s safety. This 
document verifies the natural person’s responsibilities. The document includes the 
plan to recognize and control risks and how the people providing the service are 
informed in these matters. A risk can be caused for instance by substantial number of 
people in the event or another cause like Benji jumping, trampoline, piercing services 
or other high-risk services. 

The document must be made before the services are offered to the consumers. The 
document should be delivered to the supervision authority (Finnish Safety and 
Chemicals Agency TUKES) only if asked. Consumer safety legislation does not contain 
the approval procedures of the document or the safety arrangements of services. 

More information:  https://tukes.fi/en/online-services 

5.6 Selling food 

Supervision of food products and their regulations 
protects consumers from health and economical risks. 
Activities include control on safety and compliance of 
food.  

Minute selling of food 

Serving and selling of food does not have to be notified 
when the operation is not considered as a main lively 
hood. These operators are for instance private persons, 
different clubs, associations and sports clubs.  

Notification on movable food cart 

Operations of movable food cart must be notified to authorities at least four days 
before the operation begins. The notification is made to the authorities of the area 
where the food cart is going to be. 

https://thl.fi/en/web/infectious-diseases-and-vaccinations/what-s-new/coronavirus-covid-19-latest-updates
https://thl.fi/en/web/infectious-diseases-and-vaccinations/what-s-new/coronavirus-covid-19-latest-updates
https://avi.fi/tiedotteet
https://www.jyvaskyla.fi/en/health-care-and-social-services/healthcare-services/information-coronavirus-jyvaskyla/current
https://www.jyvaskyla.fi/en/health-care-and-social-services/healthcare-services/information-coronavirus-jyvaskyla/current
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More information: https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-
tapahtuma/luvat/tuotteiden-myynti   (in Finnish) 

The event organiser and the operators ensure that all necessary issues concerning 
food hygiene and health promotion are taken care of. These are for example 
arranging water, sewage, toilets and waste management. The water that is provided 
must be inspected per regulations, for example water coming from a local water 
plant.  

More information: Environmental health supervisor, tel.  +358 (0)14 266 2374 

5.7 Liquor licence 

The event organiser must apply for a liquor licence if there is alcohol served in the 
event. The permission to sell and serve alcohol beverages (over 2,8% of alcohol) is 
granted by. The processing time of the application can be 1-2 months. It is also 
possible to make a notification on serving alcohol in cases when the area/venue is 
already approved as a bar area by the landowner. The notification can be then made 
only a few weekdays in advance. 

More information: http://www.valvira.fi/web/en/alcohol/serving-alcohol   

For Lutakonaukio, Lounaispuisto and pedestrian district there is an area permit for 
selling alcohol during events (defined area and period). Event organiser provides a 
notification for the Regional State Administrative Agency at least 3 days before the 
event.  The permit requires a valid, company liquer licence from the event organiser. 

More information: https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-
tapahtuma/luvat/viranomaisluvat-ja-ilmoitukset (in Finnish)  

5.8 Trading licence for tobacco products 

Selling tobacco and nicotine products in an event requires a retail licence which the 
seller must apply well in time. 

Restrictions and prohibitions 

Restrictions and prohibitions to smoke in a public event are stated in the Tobacco 
Act. The premise is that no one will be involuntarily exposed to tobacco smoke. 

Smoking is prohibited in public outdoor events’ roofs and stands and in other spaces 
where people are standing. It is possible to arrange certain smoking areas into these 
spaces, but the smoke must not reach the non-smoking areas. The event organiser or 
the venue owner marks the prohibited and permitted areas for smoking. Smoking is 
allowed outside the event area, if not restricted otherwise. 

The city of Jyväskylä is committed to work toward a non-smoking corporate culture. 
The event organisers are recommended to organize non-smoking events, especially 
with children’s and sports events. 

https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/luvat/tuotteiden-myynti
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/luvat/tuotteiden-myynti
http://www.valvira.fi/web/en/alcohol/serving-alcohol
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/luvat/viranomaisluvat-ja-ilmoitukset
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/luvat/viranomaisluvat-ja-ilmoitukset
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More information: Environmental Health Supervisor, tel.  +358 (0)14 266 2374, 
http://www.valvira.fi/web/en/tobacco  

5.9 Playback 

Using copyrighted music in the event requires a permit from Teosto of Gramex. 
Teosto represents the creative makers of music and publishers, Gramex the 
producers of the record and the artists performing in the record.  

More information: 
Teosto: https://www.teosto.fi/en/licensing  
Gramex: https://www.gramex.fi/en/gramex-eng/   

5.10 Traffic arrangements 

Traffic arrangement plan is required when the event necessitates closing public roads 
or other abbreviating arrangements. Parking, traffic signs, barriers and their locations 
are included in the plan. The plan can be delivered together with the area permit 
application (city’s public areas) or separately to Palvelupiste Hannikainen. 

The event organiser provides enough parking spaces and adequate traffic guidance. 
Security officers approved by the police only can act as traffic guides. Placing and 
later removing the necessary traffic signs is also the responsibility of the organiser 
and stated by the police. Only official traffic signs can be used during the event. If the 
street is closed from public traffic, a permit from the police must be applied. Marking 
the parking areas must be done in time as well as recommendations to remove cars 
away for the duration of the event. If the street is blocked from general use or traffic, 
a permission note will be prepared for the police. 

More information: Palvelupiste Hannikainen tel.  +358 (0)14 266 5025, email: 
palvelupistehannikainen (at) jyvaskyla.fi 

 
Traffic signs, hand signals, barriers, plaques 
and safety rails can be rented from: 
Trafino Oy, www.trafino.fi 
tel. 014 617 477 
Ramirent Oy, https://www.ramirent.fi/ 
tel. 0207502723 
Ramudden Oy, https://www.ramudden.fi/ 
tel. 0503254762 
 
5.10.1 Parking 

The event organiser finds out possibilities for parking near the event’s location and 
informs about them for the participants well in advance, for instance when 
marketing the event. There is a standing area parking ban in Jyväskylä which allows 
parking only in marked parking spaces. 

http://www.valvira.fi/web/en/tobacco
https://www.teosto.fi/en/licensing
https://www.gramex.fi/en/gramex-eng/
http://www.trafino.fi/
https://www.ramirent.fi/
https://www.ramudden.fi/
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Parking services in Jyväskylä: Jyväs-parkki Oy, tel.  +358 (0)20 743 6830, email: 
palvelu (at) jyvas-parkki.fi https://jyvas-parkki.fi/briefly-in-english/ 

5.10.2 Bus parking 

Parking spaces for buses are for example in the Lutakko Harbour (between the kiosk 
and charter boat pier), Gummeruksenkatu Street, Harjukatu Street and Lyseonkatu 
Street.  

Road map of the city (bus parking spaces marked with blue sign with white letter L): 
https://kartta.jkl.fi/docs/Liikennekartta.pdf 

5.11 Temporary constructions 

Constructions  

In outdoor events tents and similar constructions can be mounted without the 
permission from the building supervisor if they are in place and are used not more 
than two weeks. The constructions must be mounted so that they can handle 
extreme and surprising weather conditions, like a lighting storm. The building 
supervisor conducts supervisions of structures, if the police or the rescue 
department ask for judicial assistance. 

Permissions for the constructions are needed if they are in place for more than two 
weeks. In these cases, the organiser contacts the building supervisor. 

In indoor events the constructions of the event must not obstruct the exits or signs 
in the venue. Meeting area is approved together with the rescue, police, health and 
building authorities. In addition, the authorities conduct a joint supervision at the 
venue before the event begins.  

The event organiser takes the following 
issues into account: 

• Person safety 
• Enough exit routes and emergency 

fire extinguishing equipment relative 
to the number of people in tents 
and other structures  

• Tents are securely fastened 
• All the constructions must be removed immediately after the event and the 

area/venue cleaned 
• The organiser is responsible for the upholding and safety of the constructions 

during the event 

More information: Palvelupiste Hannikainen, tel.  +358 (0)14 266 5025, 
palvelupistehannikainen (at) jyvaskyla.fi 

https://jyvas-parkki.fi/briefly-in-english/
https://kartta.jkl.fi/docs/Liikennekartta.pdf
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5.12 Waste management plan 

One of the organiser’s tasks is to make a waste management plan every time when the 
event generates plenty of waste or garbage, the permit conditions require it or an 
authority asks it specifically. However, an event is never garbage-free, so it is always 
good to have some kind of waste management plan.  

The plan reports for example the following issues: 

• Who is responsible for the waste 
management and cleaning 

• How often the area is cleaned 
• How many garbage cans are reserved 
• How and where to put the garbage cans  
• How to act if the cans fill up prematurely 
• Which waste management company is 

used 
• When is the final cleaning finished 
• The waste management authority must approve the plan before the event 

and it is delivered latest two weeks before the event. 
• The plan is delivered to either one of these two addresses:  

 
email: palvelupistehannikainen(at)jyvaskyla.fi or mail to 
Ympäristönsuojelu/Jyväskylän kaupunki, PL 233, 40101 Jyväskylä 
 
More information: environmental auditor tel.  +358 (0)14 266 5173 

6 During the event 

6.1 Necessity for water and electricity  

Temporary electricity 

The city of Jyväskylä has electrical outlets for events in Kauppakatu Street, 
Kirkkopuisto Park, Lounaispuisto Park, Tourujoki Park and Lutakko. The agreement to 
use these outlets is made with the city.  

The local electric company Alva Oy supplies temporary electricity for events. These 
agreements should be made well in advance so that necessary requirements can be 
studied because it is not guaranteed that electricity can be supplied to all areas in 
Jyväskylä. Take into account that the delivery time for temporary electricity is 3 
weeks.  

More information: https://www.alva.fi/kuluttajille/rakentajille/sahko/ 

 

https://www.alva.fi/kuluttajille/rakentajille/sahko/
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Water 

Water supplies must be available, if food or alcohol are sold in the event and it is 
negotiated with the venue’s possessor. Water tanks are an option when there is not 
water outlets in the venue/area.  

Some areas in Jyväskylä that area 
suitable for events have their own 
water outlets, for example in Lutakko 
harbour. 

More information: Palvelupiste 
Hannikainen, tel.  +358 (0)14 266 5025, 
email: palvelupistehannikainen (at) 
jyvaskyla.fi  

6.2 PA equipment 

PA equipment is necessary almost in every event. The usage requires electricity and 
the availability must be investigated. PA usage often obligates to make a notification 
of noise as well (outdoor events).  

In addition, the need for other necessary technical equipment is included in the 
planning phase of the event and when choosing the venue. It is important to find out 
how for instance telecommunications, lightning, screens, stages and other special 
effects are executed and used during the event. The plans are good to make in 
advance and make sure that the equipment is on time at the venue and in working 
condition.  

Data and telecommunications availability is good to examine in advance. For 
instance, hotels can have WIFI- networks available but visitor networks can be 
available elsewhere as well. 
 

6.3 Environmental issues 

It is the organiser’s responsibility to take care of the cleanliness at the event. 
Surrounding buildings and surrounding environment are taken into account when an 
outdoor event is being planned. Tents and booths are located on hard surfaces and 
the people are guided to walk on paved surfaces. If tents and booths are located on 
grass, the grass must be protected with tarps or protective plates. 

Parking is allowed only in reserved, permissible spaces. Parking on grass is forbidden, 
even in the construction phase it is not allowed to drive on grass unless the grass is 
covered with sturdy enough protective plates. Vegetation, such as trees, bushes and 
flowers are not to be harmed. Fences can be used to protect the surroundings if 
necessary.  
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More information: Palvelupiste Hannikainen, tel.  +358 (0)14 266 5025, email: 
palvelupistehannikainen (at) jyvaskyla.fi 

Cleanliness and waste management 

The organiser is responsible for arranging cleaning and waste management. There 
should be enough garbage cans in the area and they should be emptied regularly. 
The event area should also be cleaned during the event if necessary. Clean areas are 
enjoyable, and they also prevent littering. Everyone who is working in the area 
should have been instructed on proper waste sorting by the event organiser. 

Sorting recoverable waste applies to public events as well. There should be as many 
sorting points for different waste as the organiser estimates how much the event will 
produce waste. In addition to mixed waste, there should be garbage cans for bio, 
glass, metal, paper and cardboard waste if necessary. Garbage collection, toilets and 
their emptying are agreed with a local contractor.  

More information: Mustankorkea Oy (local waste management company) 
https://mustankorkea.fi/  

More information on how to organize waste management: 
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/hyvin-suunniteltu-
puoliksi-tehty/siisteys-ja  (in Finnish) 

6.4 Toilets 

There must be a sufficient number of toilets in the event area for both men and 
women. Toilets are situated into various parts of the area in addition to signs of their 
locations. Possibilities to wash hands or other means for hand hygiene must exist in 
the toilets or close by them. Nowadays a popular option is Unisex toilets. 

The number of toilets in an event should at least be the following (normative): 

Number of people For women    For men Of which for disabled 

less than 50  1 1 1 
51 – 250   2 2 1 
251 – 500  3 3 1 
501 – 750   5 4 1 
751 – 1000  6 5 1 
1001 – 2000   10 9 2  

More information: https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-
tapahtuma/rakentaminen (in Finnish) 

Toilets and their emptying is agreed with the garbage collector. The contact info for 
these contractors can be inquired from Mustankorkea Oy, https://mustankorkea.fi/ 
tel.  +358 (0)10 325 3900, email: asiakaspalvelu (at) mustankorkea.fi  

https://mustankorkea.fi/
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/hyvin-suunniteltu-puoliksi-tehty/siisteys-ja
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/hyvin-suunniteltu-puoliksi-tehty/siisteys-ja
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/rakentaminen
https://www.jyvaskyla.fi/tapahtumakaupunki/jarjesta-tapahtuma/rakentaminen
https://mustankorkea.fi/
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6.5 First aid 

The event organiser is responsible for first aid and the calling for extra help.  The 
level of first aid depends on the nature of the event and the number of people in the 
event. In small and low-risk events, the presence of first aid team is not required but 
there should be first aid kits or other equipment for providing first aid. 

In large events, there must be a head of security who is the contact person for rescue 
department and paramedics. Together they make plans for alarm procedure and first 
aid. Possible special risks of the event, like extreme sports, motorsport and difficult 
terrain and weather conditions are examples of what defines the number and 
training of the first aid personnel. In addition, the equipment’s quality and number 
should follow the event’s nature. Finnish Red Cross offers first aid and paramedic 
services as well as risk mapping of events.  

More information: Red Cross local office (Jyväskylä) tel. +358 (0)20 701 2841 (switch 
board), email: lansisuomi.jyvaskyla (at) punainenristi.fi 

6.6 Guideposts 

The guideposts must indicate the arrival to the event, where to be in the area and 
how to exit the area. Good guideposts are clear and readable with bigger enough 
font. Similar and elegant guideposts send a message of a first-rate event and binds 
the look of the event together.  

 
Essential guideposts are for 
example:  
 

• Parking arrangements 
• Ticket sales 
• Services in the area 
• Exits 
• Toilets 
• Info 
• Smoking areas  

 
 

6.7 Lost and found 

The event organiser takes care of the lost and found and makes plans for their 
receipt, keeping and delivering them to the police. 

 
Lost and found at the police station in Jyväskylä: 
Urhonkatu 1, 40100 Jyväskylä, tel.  +358 (0)295 414 706,  
email: jyvaskyla.loytotavara.sisa-suomi (at) poliisi.fi 
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Finland’s lost and found 
Ailakinkatu 5 E, 40100 Jyväskylä, tel.  +358 600 03393 (chargeable service), 
loytotavara.net 

7 After the event 

7.1 Deconstruction of the event 

There is still plenty to do after the event is over. The organiser makes sure that the 
area is cleaned, stages and other constructions are disassembled, rental equipment 
are returned, advertisements removed and so on. The responsibilities for this are 
agreed before the event in addition to the schedule.  

7.2 Evaluation of the event 

After the event it is time to go 
through what was successful and 
where is room for improvement. 
Evaluation focuses on actions and 
procedures.  

The event organisers and other 
responsible parties evaluate the 
feedback to fix mistakes before the 
planning process for the next event 
begins. Thorough reporting is valuable for organising events in the future. 

Everyone who have been a part of the event organising should be invited to the 
evaluation, for example own staff, volunteers and partners. This way everyone has 
their say in what was successful and what wasn’t. By collaborating in this manner, it 
is possible to develop the next year’s event. The evaluation can be conducted also by 
the means of a feedback questionnaire. Timetable, the target group for feedback and 
how to collect it, are decided already at the planning phase of the event. 

Give feedback to the City of Jyväskylä 

The city collects feedback of the events organized in the area. This way the event 
operations can be developed to be even better. The organisers of large or otherwise 
noteworthy events receive a feedback questionnaire via e-mail after the event. 
Feedback can also be given in the Feedback- pages:  
https://s-asiointi.jkl.fi/eFeedback/en/Feedback/21-Asiointi%20ja%20neuvonta  
(Select “ Tapahtuman järjestäminen” (= Organinze an event) as topic). 

http://loytotavara.net/jyvaskyla
https://s-asiointi.jkl.fi/eFeedback/en/Feedback/21-Asiointi%20ja%20neuvonta
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8 Post-marketing 

Expressing gratitude for the staff and partners is always a clever way to go. This also 
verifies that there will be volunteers to use in the future as well. Remembering and 
thanking the partners should happen after the event as soon as possible. If you 
organize a post-event occasion, it is the place to give small presents and do post-
marketing. Partners can also be remembered with an e-mail and other participants in 
the event’s website.  

Social media should play a part after the event for a rather long time, especially in 
the case of a recurring event. All contact requests and questions should be addressed 
right after the event. The post-work of the event should begin three days after the 
event at the latest and for that it is good to appoint a person as well as make a plan.  

9 Event organiser’s check list  

8-12 months before the event 
 

• Planning of the event 
• Organisation (project manager, sharing responsibilities) 
• Location and venue reservations 
• Budgeting, subsidy research 
• Contacting partners, sponsors and applying for event subsidies 

 
 
6-8 months before the event 
 

• Planning of the program and schedule 
• Booking the performers and host 
• Booking the constructs and technique 
• Planning of the event area, making maps 
• Marketing and communications plans, pre-selling tickets 

 
4-6 months before the event 
 

• Authority meetings 
• Checking the budget 
• Hiring staff 
• Launching the marketing 

 
1-3 months before the event 
 

• Permits and notifications 
• Insurances 
• Finalising the program, printed material  
• Informing the residents and businesses in the area  
• Giving the duties and tasks for the event day 
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• Safety and risk management, security 
• Cleanliness and environmental issues 

 
During the event 
 

• Electricity and water 
• PA equipment 
• Cleanliness and waste management 
• First aid 
• Guideposts 

 
After the event 
 

• Deconstruction, cleaning 
• Returning borrowed items 
• Paying bills 
• Realisation of the budget (income and expences) 
• Feedback and how to utilize it 
• Post-marketing 

10 Contact information 

 
Event procedures  
Marketing Manager  
Jaana Ruponen  
tel.  +358 (0)50 344 6496 
jaana.ruponen (at) jyvaskyla.fi 
 
Event permits and outdoor venues  
Customer service manager 
Anne Haukkaniemi  
tel.  +358 (0)40 840 6460 
anne.haukkaniemi (at) jyvaskyla.fi 
 
Visit Jyväskylä Region 
Tourist info 
tel.  +358 (0)14 266 0113 
matkailu (at) jyvaskyla.fi 
https://visitjyvaskyla.fi/en 
 
More information and contact requests: 
Palvelupiste Hannikainen 
tel.  +358 (0)14 266 5025 
palvelupistehannikainen (at) jyvaskyla.fi 
https://www.jyvaskyla.fi/asuminen-ja-ymparisto/palvelupiste-hannikainen (in 
Finnish) 

https://visitjyvaskyla.fi/en
https://www.jyvaskyla.fi/asuminen-ja-ymparisto/palvelupiste-hannikainen
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Contact information of the city of Jyväskylä: 
https://www.jyvaskyla.fi/info/yhteys/yhteystiedot (in Finnish) 

 

 
 

   

https://www.jyvaskyla.fi/info/yhteys/yhteystiedot
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