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Scotland Find your nearest canal at scottishcanals.co.uk




Please use this form to tell us about your event plans.  In order to make sure your plans are suitable for your chosen location, it will be helpful to follow this timescale:

· at least three months prior to your event – send us this completed form  
· at least six weeks before your event – send a copy of your risk assessment and proof of appropriate insurance cover.  
· Before your event – receive, sign and return a letter of indemnity
For larger events, your risk assessment and insurance may be included in an event plan and event safety plan.  See our events How to…guides or speak to our event co-ordinators if you are unsure.  
Top Tip!  Please note there is a separate Paddle Event form.
Please complete all the relevant sections for your occasion.

	 Event outline

	Which canal is the event on?
	Caledonian Canal                     Crinan Canal
Falkirk Wheel                            Forth & Clyde Canal

Monkland Canal                        Union Canal

	Event name
	

	Type of event

e.g. sponsored walk, long distance cycle, community fun day


	

	Number of attendees
	Participants

	
	Spectators

	Event date
	

	Organiser’s Details

	Event organiser
	

	Organisation
	

	Address
	

	Daytime phone number
	

	Mobile phone number 
	

	Fax number
	

	Email address
	

	Event Safety Co-ordinator
	

	Permission to publish the above details online and on posters?
	Yes                                      No


	Event Details

	Description of proposed event

	

	Have you arranged this type of event before? 
	Yes                                        No

	If yes, when and where?

	

	If yes, have there been issues with the event in the last five years?

	

	Is the event for charity?
	Yes                                        No

	If yes, charity registration number

	

	Are site preparations required?
(e.g. erecting and dismantling a marquee)

If yes, state dates site required
	Yes                                        No
From                                      To

	Event start time
(Please note, all races on the Lowland Canals must have a staggered start)
	

	Event finish time
	

	Where is the start point?
Is this on the canal?
	Yes                                        No

	Where is the finish point?

Is this on the canal?
	Yes                                        No

	Please give any other relevant information

	

	Top Tip!

A Public Entertainment Licence may be required if your event is open to the public and involves music, dancing, singing or other entertainment.  An Alcohol Sales Licence may be required if your event includes alcohol.  If licences such as these are required, you must obtain written approval from the relevant local authority department.


	For office use

	MS-OPS- 23 applies?
	Yes                                        No

	Reason


	


	Does your event involve any of the following activities or requirements?

Please tick all appropriate boxes

	Abseil
	
	
	Moored boats open to public
	

	Alcohol
	
	
	Mooring facilities for visiting boats
	

	Animals (please specify)
	
	
	Moving motor vehicles
	

	Art activities
	
	
	On-site communications
	

	Banners / posters
	
	
	On street parking
	

	Boat parade
	
	
	PA system
	

	Boat trips
	
	
	Portable generator
	

	Bonfire / barbeque
	
	
	Power supply
	

	Car parking for public
	
	
	Re-enactment groups
	

	Car parking for event staff
	
	
	Road / car park closures
	

	Carnival / procession
	
	
	Safety barrier / fencing
	

	Commercial traders
	
	
	Sales from boats
	

	Fairground equipment
	
	
	Staging
	

	Fireworks / pyrotechnics
	
	
	Stalls / exhibitions
	

	First aid point
	
	
	Stationary motor vehicles
	

	Food / drink concessions
	
	
	Stewards / security (note how many)
	

	Highway directional signs
	
	
	Toilets (adequate for number of people)
	

	Inflatables (i.e. bouncy castle)
	
	
	Traffic diversion required
	

	Litter removal
	
	
	Water supply
	

	Live entertainment / music
	
	
	Other (please specify below)
	

	Lost children point
	
	
	

	Marquee/s
	
	
	

	Top Tip!

If you have ticked any of the above, it may be helpful to create an Event plan and Event Safety plan.  Information about the above should be included in these plans.  Please speak to your local event co-ordinator if you have any questions.

	Emergency Services

	Where appropriate, notify relevant emergency services.  Please tick and note the date contacted.

	Police
	
	

	Ambulance / First Aid provider
	
	

	Fire brigade
	
	

	HM Coastguard
	
	

	Other
	
	

	Top Tip!

Make reference to the relevant emergency services and their contact details in your risk assessment.

	Insurance

	Name of insurance provider
	

	Policy Number
	

	Policy expiry date
	

	Top Tip!

Event organisers are required to hold a current policy of insurance in respect of Public Liability (and products liability where appropriate). 

It is advised that this should not be less than £5 million (per incident or series of related incidents) and British Waterways reserves the right to require a higher limit if deemed necessary.  In some circumstances, a lower level of insurance cover may be appropriate.  If you consider that this is the case for your event, please contact your local events co-ordinator to discuss further.  

Organisers are required to produce evidence of their insurance cover, together with that of any exhibitor, performer, contractor, caterer or third party who has been instructed or authorised to appear at the event.

	Declaration

	If permission is granted for this event, I hereby agree to comply with British Waterways’ Terms and Conditions for use of British Waterways’ property to hold an event, the conditions set out in this form and all reasonable instructions given by all authorised Officers of British Waterways.

	Signed
	

	Position
	

	Date
	


	Please return a signed copy of this form to your local event co-ordinator and enclose the following

	
	Yes
	To follow
	No (please provide details)

	Risk assessment
	
	
	

	Insurance
	
	
	

	Event plan, event safety plan and emergency plan
	
	
	


	Contacts and Canal Event Co-ordinators

	Caledonian Canal


	Caledonian Canal Office, Seaport Marina,
Muirtown Wharf, Inverness, IV3 5LE

T:  0146.3 725 500    F:  01463 710942 
E: lucy.macleod@britishwaterways.co.uk 

	Crinan Canal
	Crinan Canal Office, Pier Square, Ardrishaig, Argyll, PA30 8DZ

T:  01546 603 210    F:  01546 603 941

	 Falkirk Wheel       
 Forth & Clyde Canal

Monkland Canal

Union Canal
	The Falkirk Wheel, Lime Road, Tamfourhill, Falkirk, 
FK1 4RS

T:  01324 676 903    F:  01324 671 224
E:  helen.rowbotham@britishwaterways.co.uk


Event Application Form








