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Application for

Filming in the City of Westminster

· Please identify the filming officer you have spoken to (if applicable): ________________________
· Please check our website (address at bottom of page) to ensure you have the latest version of this form and our guidance notes for filming on the public highway in Westminster
APPLICANT’S DETAILS
	Contact name:
	
	Application date:

(dd/mm/yy)
	

	Company:
	
	Fax no:
	

	Address:
	
	Tel no:
	

	E-mail:
	
	Mobile no:
	

	Proof of payment attached?
(if applicable - see charging policy)
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No


PROPOSED FILMING DETAILS
	Production title:
	

	Filming dates:
(dd/mm/yy)
	/      /       to       /      /
	No. of shooting days:


	Start/Finish times:
	Interior:

	Exterior:


	Location of filming operation:
(list all streets & postcodes)
	
	

	Type of operation: (check as appropriate)

	 FORMCHECKBOX 
 Feature Film
	 FORMCHECKBOX 
 TV
	 FORMCHECKBOX 
 Outside Broadcast
	 FORMCHECKBOX 
 Radio

	 FORMCHECKBOX 
 Commercial
	 FORMCHECKBOX 
 Music Video
	 FORMCHECKBOX 
 Online/Viral
	 FORMCHECKBOX 
 Photoshoot

	 FORMCHECKBOX 
 Other: (e.g. Student short; Corporate) _____________________________________________________________

	Genre: (e.g. Period; Documentary; Vox pops) __________________________________________________

	Approximate number of ALL personnel “on location/on site”:
	


Please indicate if any of the following will be used on the public highway:

	 FORMCHECKBOX 
 Handheld camera
	 FORMCHECKBOX 
 Camera on tripod
	 FORMCHECKBOX 
 Camera on jib/ladderpod

	 FORMCHECKBOX 
 Steadicam
	 FORMCHECKBOX 
 Camera on dolly track
	 FORMCHECKBOX 
 Wet down/rain machine

	 FORMCHECKBOX 
 Handheld light(s)
	 FORMCHECKBOX 
 Light(s) on stand(s)
	 FORMCHECKBOX 
 Light(s) on tower(s)


Please indicate if any of the following will be used on the public highway:

	 FORMCHECKBOX 
 Crane
	 FORMCHECKBOX 
 Cherrypicker/Access Platform
	 FORMCHECKBOX 
 Genie Boom
	 FORMCHECKBOX 
 Scissor lift


** If yes, please complete the specific platform operations application at the end of this form. Note there is a separate charge and timeframe to process requests for this equipment **

	Please explain in detail each scene to be filmed.  A plan should accompany each scene/location, identifying position of all filming equipment:
(NB If you do not provide sufficient detail we will not be able to process your application)




Please indicate if any of the following feature in any exterior scene:

	 FORMCHECKBOX 
 Use of the public
 FORMCHECKBOX 
 Scene of crime FORMCHECKBOX 
 Scene of an offensive
	 FORMCHECKBOX 
 Scene of crime
	 FORMCHECKBOX 
 Scene of an offensive nature
	 FORMCHECKBOX 
 Violence

	 FORMCHECKBOX 
 Firearms
	 FORMCHECKBOX 
 Marked Police Car
	 FORMCHECKBOX 
 Other Emergency Service vehicle

	 FORMCHECKBOX 
 Actors in Police uniform
	 FORMCHECKBOX 
 Actors in other Emergency Service uniform


	 FORMCHECKBOX 
 ANY other equipment, special effects, street dressing requirements or stunts (please specify):


	Please send evidence of your current Public Liability Insurance cover
with your application


This form must be fully completed and signed by the producer (or his/her delegated officer) from the below mentioned company to accept the associated liabilities on its behalf.

DECLARATION:

· In consideration of the City of Westminster Council authorising us to operate filming and/or photographic equipment or machinery, we the undersigned hereby agree to indemnify and save harmless the City of Westminster Council, their servants and agents from and against all actions in law or in equity, damages statutory or common law losses, costs charges and expenses arising in any manner whatsoever out of the transportation, erection, dismantling and or use of the above-mentioned equipment or machinery and associated activities, whether by means of defect (latent or otherwise) in the said equipment or machinery or otherwise pursuant to the authorised use of the equipment or machinery as aforesaid, save to the extent that such actions, claims and/or proceedings arise from the negligent act or omission of the City of Westminster, its servants and agents. For guidance, your attention is drawn to Code of Practice 3010:1972 – “Safe use of Cranes” published by British Standards Institute, 2 Park Street, London W1A 2BS (Tel. 020 7629 900).
· I confirm that the below mentioned company will indemnify The City of Westminster, its servants and agents against any claims or proceedings arising directly in respect of any injury to persons or damage to property as a result of the below mentioned company’s agreed activities and other related activities which take place on the public highway in the City of Westminster, save to the extent that such actions, claims and/or proceedings arise from the negligent act or omission of the City of Westminster, its servants and agents.

· I confirm that whilst operating in the City of Westminster the below mentioned company will have public liability insurance with a limit of indemnity to the sum of £______________ (* minimum of £5,000,000 required for platform operations *) in respect of any one accident or series of accidents arising out of their activities. Documentation is attached as proof of insurance cover.

· I confirm that the below mentioned company’s insurers have been informed of all activities described in this application, that a risk assessment has been carried out and a competent Safety Officer who will be responsible on location for addressing health and safety issues has been nominated.
· ***I confirm that I have read the Council’s Filming Guidelines and that they will be complied with at all times during our operation on the public highway.***
	Signed

(sign* and print full name)
	

	In the capacity of

(producer or delegated officer)
	

	For and on behalf of

(name of company)
	

	Address
	

	Email
	


* For the purposes of the Electronic Communications Act 2000, the signatory to this declaration on behalf of the applicant certifies that an electronic signature (including a facsimile or typed signature) is a valid means of establishing the authenticity of all data and communications contained in this declaration
This letter of indemnity must be signed and faxed back to the Special Events Office prior to any filming works being carried out. [image: image1.wmf]Any conditions of operations and activities will be set out in a separate letter of authority and must be read in conjunction with this declaration.
I enclose:


Evidence of Public Liability Insurance

 FORMCHECKBOX 






Parking Request form



 FORMCHECKBOX 






Platform Operations application


 FORMCHECKBOX 






Proof of payment (if applicable)


 FORMCHECKBOX 

Request for

Parking Dispensation for Filming

IMPORTANT - ONLY COMPLETE AND SEND THE FOLLOWING PARKING DISPENSATION FORM IF THERE ARE AT LEAST 10 FULL WORKING DAYS PRIOR TO THE FIRST DAY OF YOUR REQUIRED PARKING
· Please note facilities are available for technical vehicles only - cars are NOT eligible
· If you are proposing a complex operation, please provide a street parking sketch plan

· Please use additional sheets if necessary to ensure all details provided are CLEARLY legible
Parking Meters / Pay by Phone Bays

	Date(s) required:
	
	Times required:
	

	Pay & Display machine no(s).

OR

Pay by Phone location ID:
	
	No of bays required:
	

	Street name & postal code:
	

	Type of vehicle and registration no(s):

(NB this information must be supplied at the time of application)
	

	Describe exact location of bays in street:

(e.g. outside no(s). 1-3 ; adjacent to motorcycle bays, etc.)
	


	Date(s) required:
	
	Times required:
	

	Pay & Display machine no(s).

OR

Pay by Phone location ID:
	
	No of bays required:
	

	Street name & postal code:
	

	Type of vehicle and registration no(s):

(NB this information must be supplied at the time of application)
	

	Describe exact location of bays in street:

(e.g. outside no(s). 1-3 ; adjacent to motorcycle bays, etc.)
	


Pay & Display Machine (identify if ‘shared use’)

	Date(s) required:
	
	Times required:
	

	Pay & Display machine nos.

OR

Pay by Phone location ID:
	
	No of bays required:
	

	Street name & postal code:
	

	Type of vehicle and registration nos:

(NB this information must be supplied at the time of application)
	

	Describe exact location of bays in street:

(e.g. outside nos. 1-3 ; adjacent to motorcycle bays)
	


Yellow Lines

	Date(s) required:

	Times required:



	Yellow line type:

(tick as appropriate)
	 FORMCHECKBOX 
 Single
	 FORMCHECKBOX 
 Double
	

	Street name & postal code:
	

	Type of vehicle and registration nos:

(NB this information must be supplied at the time of application)
	

	Describe exact location in street:

(e.g. outside nos. 1-3 ; adjacent to motorcycle bays)
	


THE FOLLOWING notes ONLY RELATE TO APPLICATIONS FOR Aerial Platform Operations WHILST FILMING in the City of Westminster
(for general filming guidelines go to our website: www.westminster.gov.uk/filming)

1. Applications for aerial platform operations must include the following supporting documentation:
· Sketch of proposed traffic and/or pedestrian management 

· Site location plan

2. Payment for processing the request to operate aerial platforms must be enclosed with the application with cheques made payable to “The City of Westminster”. The cost of processing the application is currently £275 (from 1st April 2008) and will be undertaken by Westminster TranServ, the Council’s highway contractors. The application will be processed under Westminster City Council Terms and Conditions and payment will not be processed until the details of the operation are agreed. Once the application has been approved and returned signed with a unique reference number, the payment will be processed. There may be further additional charges from other sources, such as London Transport, Parking Suspensions and additional warning signs that will need to be paid for separately by the applicant.

3. Applications must be received as part of the overall filming application 3 weeks prior to the planned operation, to enable arrangements to be made for a site recce, parking dispensation (if necessary) and processing of the request by the Filming Officer handling the overall filming application, and by Westminster TranServ. The dates for the operation cannot be confirmed until the application has been received and co-ordinated with all other highway work, so details should be provided as early as possible.  Proposals are agreed subject to events that may arise outside of Westminster City Council’s control. 

4. A copy of the signed application form must be available to inspect on site when the operation is taking place. Should it be necessary to cancel any operation, please provide as much notice as possible. Note: if the operation is cancelled after the payment has been processed, no refund will be given. 

5. Access to premises must be maintained at all times unless agreed in advance with building occupiers. Pedestrian access must be maintained at all times.

6. An operation must not be sub-contracted to another crane or aerial platform company, or another depot, without notification.

7. Outriggers must not be placed directly onto any part of the carriageway or footway. Suitable timbers or mats (or similar) must be positioned under all outriggers. The crane company must satisfy themselves that the crane operation will not affect the integrity of the highway. It is the responsibility of the crane company to check for vaults and public utility services etc. under the highway. The crane company must provide adequate protection or amend the site layout to avoid the vaults and services. Any damage to the highway will be repaired at the applicant’s cost.

8. Under no circumstances may trailers be uncoupled from the towing unit.  Abuse of this condition will result in the operation being aborted.
9. The whole of the City of Westminster is environmentally sensitive and the WCC Noise Team provides day and night cover for residents and occupiers. Normal working hours are 0800-1800hrs on Weekdays (except Bank Holidays) and 0800-1300hrs on Saturdays. However, if traffic considerations preclude work on a weekday, the applicant should strictly adhere to the agreed start and finish times. This will generally be 0800-1800hrs on Saturday and 0900-1800hrs on Sunday.  Note that the start time is the time at which the crane should arrive at the site, not the time at which the crane is to be rigged ready for work.
10. Westminster is unique in that streets are subject to either whole or partial closures at planned or short notice for special events or security reasons. Forthcoming planned events can be viewed at www.westminster.gov.uk/leisureandculture/artsandentertainment/events/forthcoming.cfm.  Please note that not all events are displayed on this website.

11. Westminster TranServ monitors street activities and officers will, if required, positively direct and regulate site operations which do not comply with the requirements.  This will be undertaken in liaison with the Filming Officer and may result in any such operation being suspended.
12. Signing and guarding must conform to Chapter 8 Traffic Signs Manual and the booklet “Safety at Street Works and Road Works”. Cones must be at least 750mm high. No made up or handwritten signs will be permitted. High visibility jackets and appropriate PPE must be worn at all times while on site.
13. Public liability insurance for at least £5,000,000 (five million pounds sterling) for any one incident must be maintained with a reputable insurance company and a copy of the current policy must be produced as part of the filming application.

14. The operation, including all incidental work shall be carried out with due care and rigorous compliance with all relevant Health and Safety Regulations appertaining at all times. The safety of the public is of paramount importance at all times.

15. The operator shall give such notices as are required by law to be given to any person entitled to notice and shall not do any unlawful act or omit to do anything required by law during or incidental to the execution of the operation.  The operation shall be carried on without negligence and so as not to occasion any avoidable or unlawful interference, injury or prejudice with or to the rights, interests or property of any person or so as to cause or to be likely to cause injury to any person.

16. Only vehicles essential to the operation may be parked at the site - all private vehicles must be parked elsewhere.

17. All traffic signs that are still valid, including street nameplates, must be not be obscured at any time.

18. No cleaning materials, including water, hoses, sand etc shall be allowed to fall on to the unprotected public highway. No cleaning with water will be permitted on any highway if the temperature is 3 degrees Celsius or below and falling or 2 degrees Celsius or below and rising.
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	Application Form for Aerial Platforms Operations for Filming in the City of Westminster

	To be completed by Applicant

	Applicant details
	Date of Application
	 

	
	Company Name
	 

	
	Name of Applicant
	 

	
	Tel & Fax No
	 

	
	Email
	 

	
	Postal Address
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Site details
	Road
	 

	
	Site Address
	 

	
	Area of Road affected between
	 
	and
	 

	
	(e.g. street/road name and/or property numbers)
	 

	
	Type of Work
	 

	
	Width of Road
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Operation details
	Date(s) & Times of Operation
	 

	
	Crane / Platform Capacity
	 

	
	Outrigger Spread
	 

	
	Name and Number of On-site contact
	 

	If the above form is not filled out correctly or completely, the application will not be processed

	To be completed by WestminsterTranServ

	Work Agreed*
	 
	Yes
	No
	By
	 

	Date
	 
	 
	 
	Ref No
	 



	Work is agreed under Section 169 of Highways Act 1980 (for Partial Closures) and under Sections 14 & 16 of The RTRA 1982- as amended (for Full Closures- requiring TTOs). Work must be undertaken as detailed on the application above for this agreement to be maintained. Any divergence from your agreed working practices will result in permission to work being terminated.

	*delete as required
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Filming Application Form







January 2009

This form is available on our web site at www.westminster.gov.uk/filming
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