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BOURNEMOUTH 200 CELEBRATIONS

ACTIVITY INCLUSION FORM
A priceless and unique opportunity for you to celebrate
 Bournemouth’s past, present and future and leave a legacy! 
This document is a guide to how you can be a part of Bournemouth’s Bicentenary Celebrations which will take place throughout 2010.  Your activity could be an event, initiative or project.  It can be a big or small activity for example a carnival, digital initiative, exhibition, festival, publication, research project or workshop.  To be included it just needs to be happening in 2010 and be open to the public.
For advice and information please contact Bournemouth Bi Centenary Project Supervisor on telephone: 01202 451705 or email her at: jenny.warwick@bournemouth.gov.uk
Why you should get involved

· Because Bournemouth 200 is more than just past, present and future.  It has a legacy.

· Because it brings a sense of history and identity to the town.

· Because it brings communities together and celebrates diversity.

· Because it will be cultural, creative, educational, exciting, fun, inspirational, memorable and much more.

· Because it will energise the community by getting them involved and participating.

CAN YOU AFFORD NOT TO BE A PART OF THE CELEBRATIONS?

How to get involved
Bournemouth will be 200 years old in 2010 and we want everyone to commemorate this local celebration and your involvement is important, so please:  
· Let us know what you are planning to do in 2010 so that we can consider it for inclusion in Bournemouth 200 Celebrations.

· Help us energise local communities and get them on board.
 Benefits & Opportunities

The most significant benefit is that your activity will have a higher profile and audience than ever before and the range of opportunities include:
· A chance to celebrate, communicate, showcase and make lasting friendships.

· Usage and branding of the Bournemouth 200 logo in your marketing documents.
· Collaboration, contra-marketing and networking opportunities with other applicants and new contacts.

· Opportunity to continue legacy beyond 2010.
Our support
We will advise, promote and support your activity in the following ways:
1. Checklist items and contingencies to help your activity run smoothly and on time. 

2. Give advice on how to apply for an event on Bournemouth Borough Council land or in its premises.
3. Help source additional funding and grants.
4. Give initial guidance on the feasibility and practicability of any activity. 
5. Provide guidance on healthy & safety, public liability insurance, risk assessment and legal issues.
6. Publicise and communicate your activity through a variety of media and channels.
7. Put you in touch with volunteers and key contacts that could be of further assistance.
ACTIVITY INCLUSION FORM FOR BOURNEMOUTH CELEBRATIONS
If you have an event or activity that you would like to be included in the celebrations please fill in this inclusion form and send it to:  
Bournemouth Bi Centenary Project Supervisor, Visitor Information Bureau, Westover Road, Bournemouth BH1 2BU, fax: 01202 451743, email: jenny.warwick@bournemouth.gov.uk
Telephone: 01202 451705
	Contact Name


	

	
	

	Contact Address
	

	
	

	Contact Telephone Number
	

	
	

	E-mail Address


	

	
	

	Website 

(if applicable)
	

	
	

	Name of Event/Activity


	

	
	

	Location/Venue


	

	
	

	Organisation Applying

(if applicable)
	Please include organisations constitution i.e. association, limited company etc., number of years in operation and number of employees and/or volunteers.



	
	

	Event/Activity Date
	

	
	
	
	

	 Start Time:


	
	Finish Time:
	

	
	

	Expected Numbers Attending
	

	
	

	Is this a confirmed activity?
	For events held on council land you will be subject to the event application procedure  We will forward your details to the events team who will contact you directly.


	
	

	Is this event an Anniversary or  special celebration?
	


	Please provide us with any additional information that you think will support your application below (continue on a separate piece of paper if necessary)


	Please also enclose any promotional material or merchandising if applicable.



	Signed

	

	Print Name

	

	Date

	

	Will you apply for funding?
	


Event Guidance:

Licensing:

Will you be having any of the below activities at your event?


Plays





Performance of dance


Films





Circus performances


Indoor sporting events


Facilities for making music


Boxing or wrestling entertainment
Facilities for dancing


Live music




Circus workshops


Recorded music



Supply of alcohol

If you are then the premises you are using needs to be licensed.  Have you checked that you are complying with the Licensing Act 2003?

See www.licensingact2003.co.uk for more information.
Health and Safety:

We would recommend that your event is covered by Public Liability Insurance with a minimum indemnity of £5 million.  
It is now standard practise for any event organiser to complete a risk assessment.  We can supply a risk assessment template for you to use if you don’t have your own preferred format.  You need to record what you think the potential risks are associated with your event and what you are going to do to reduce this.  

If there are going to be any external contractors at your event e.g. entertainers, dj’s, staging, marquees, etc. then it is in your best interest to request copies of their Public Liability Insurance and Risk Assessments.  This then covers any of the activities that they are responsible for.

Larger Events:
If you are overwhelmed by the amount of work associated with organising an event then our Event Manual may be able to help.  It outlines the key considerations for organising an event on a larger scale and is a succinct way of putting information together.  This manual is available on request.

For further information on organising an activity safely please visit the Health and Safety Executive website at: www.hse.gov.uk/entertainment 
Bournemouth Borough Council, Visitor Information Bureau, Westover Road, Bournemouth BH1 2BU
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