The Biggar Little Festival 2017
A   S M A L L   T O W N   A T    L A R G E


EVENT REGISTRATION FORM

Please take time to read the accompanying notes before completing the following details. 
	Title of event to appear in Festival programme:

Final (
Provisional (
	

	Description of your event for inclusion in the Festival programme (max 100 words)
Final (
Provisional (
	Please note BLF reserve the right to edit event description

	Event date(s):

Final (
Provisional (
	(If the date for your event is provisional, it would be helpful if you would indicate preferred or possible dates)



	Start and finish times:

Final (
Provisional (
	

	Venue:

Final (
Provisional (
	Has venue been booked?
YES

NO

	Admission/ticket price:

Final (
Provisional (
	

	Point of sale for tickets (please indicate if you wish BLF Box Office to sell tickets on your behalf, this includes online ticket sales):

Final (
Provisional (
	Please note that all tickets will be printed by BLF.


	Limit on numbers (where applicable):

Final (
Provisional (
	

	Age range (where applicable):

Final (
Provisional (
	

	Do you or your group have public liability insurance to cover your event?

(please attach a copy of your insurance)
	

	Do you have any photos which can be used for publicity?

(Ideally images should be between 1and 2MB and in jpeg format)
	

	Other relevant information:


	


Please note the festival committee reserves the right not to register an event which they consider to be inappropriate or out with the scope of the festival. Please also note that the BLF logo should not be altered or edited in any way without the express permission of the BLF committee.
The following information is essential to the smooth planning and running of the Festival.  Please check that it is complete and correct and remember to let me know if there are any changes between now and the Festival.   

Starred items are for administration and will not appear in the Festival Programme or any central publicity unless included on page 1 of this form.

	*Name of Group or Organisation running event if appropriate:


	

	*Contact name:


	

	*Contact address:

Please remember to include your postcode.

	

	*Contact telephone:


	

	*e-mail address:


	

	Web Site address 
	

	Twitter, Facebook, Blog or other social media addresses
	

	*Name and address of person or organisation to whom cheque for ticket money is to be paid:
	NB  BLF only has the facility to make payment by cheque.


Completed by:  



Date:






THANK YOU FOR COMPLETING YOUR REGISTRATION FOR BIGGAR LITTLE FESTIVAL 2017
Please e-mail your completed form to Lesley Armstrong at laproperty@tiscali.co.uk or post to 6 Lindsaylands Road, Biggar ML12 6EQ  by Friday 7th April 2017. 
Please where possible e-mail forms and images.
NOTES ON EVENT REGISTRATION

Please make sure that you read these notes before completing your Registration Form.  If you’re not sure about any of the information asked for on the form, please contact Lesley Armstrong on 01899 220980.
General

We have again combined the Registration and Programme Confirmation Forms for Festival events.  If you have already made definite arrangements for your event, then mark them as ‘Final’.  If there are arrangements which are flexible or not yet finalised, then mark them as ‘Provisional’.  

Deadline for Registrations

The deadline for registering your event for this year’s Biggar Little Festival is Friday 7th April 2017.  This is essential to give the Committee adequate time to co-ordinate and finalise the overall programme and prepare it for the printer.  If your event is not yet finalised, please ensure that your Registration Form is returned before the deadline with as much detail as possible.

Events which are not registered before the 7th April deadline cannot be guaranteed inclusion in the printed programme.

Title and description of Events

Think about how you want to ‘sell’ your event!  If you are unsure, mark it as ‘Provisional’ and the Committee can discuss the final title and description with you. The description provided (subject to editing) will appear in the printed programme and may also appear in other marketing material. Please make sure the information provided is accurate and a true representation of the event you wish to host.  
Dates and times

The Festival runs from Thursday 19th to Sunday 29th October 2017.  If you are able to have some flexibility about when your event can take place this will help the Committee to co-ordinate a programme which will give audiences a good chance to attend a range of activities and performances.

Venues

Individuals and groups organising events to run as part of the Festival are responsible for booking the venue and meeting all costs relating to the booking.

Tickets/prices

The ticket price shown on the Event Registration Form is the price which will be shown in the Festival Programme and any other central publicity materials. Please note a small administration charge will be payable for tickets purchased on line.
BLF Committee would encourage individuals and groups organising events to have tickets available for sale (or bookable) by the beginning of September particularly for events which may be of interest to people travelling from outwith the town.  All tickets will be printed by BLF to ensure a level of continuity, and ensure that all tickets are available at the box office on time.
Publicity

Individuals and groups organising events are responsible for publicising their own event.  For events run as part of the Festival Programme, the BLF logo should be included in all publicity.  We can provide you with a copy of the logo if you need one. Please note the BLF logo should not be altered in any way without the express permission of the festival committee.
Details of all registered Festival events will be included in the printed Festival Programme and on the Festival website (www.biggar-little-festival.com).  

Please let us know if you have any photos which could be used to promote your event in the printed programme and/or on the website.  Please ensure that you have the permission of those appearing in the photo.

BLF Committee will run a central publicity and information point during the Festival which will include copies of posters, fliers etc provided by individual and groups organising their own events.  Individual and groups are responsible for distributing their own publicity to any other local outlets.

Continued/
BLF Committee will also include general Festival publicity in various events listings (press, listings magazines and relevant websites).  

Please contact the Biggar Little Festival Committee if you need any information or advice on publicising your event.

Insurance

(The following information is based on the requirements of the Festival’s own insurers.)  Individuals and groups organising and running their own events as part of the Festival are responsible for their own public liability insurance.  Biggar Little Festival will not be responsible for any loss or damage relating to events organised and run by participating individuals and groups.  In considering your requirements for insurance, you are advised to check the extent of and any limitations on public liability cover provided by any venue which you are using. 

Individuals and groups exhibiting work as part of the Festival should ensure that they have adequate cover for all exhibits if required.

Health and Safety

It is a requirement of the Festival's own insurers that the Committee ensure that all events have been assessed for any potential risks. Organisations and individuals organising events are responsible for ensuring that they meet Health and Safety requirements for their event(s) and need to be sure that they have thought about possible risks and how to deal with them.  The attached form, while not necessarily comprehensive, may assist. 

The Protection of Vulnerable Groups
Scottish Legislation covers the requirement for people undertaking regulated work with children or protected adults to become a member of the PVG (Protecting Vulnerable Groups) Scheme. Further information about the scheme and membership of it, is available from Disclosure Scotland on its web site at https://www.disclosuresscotland.co.uk/ or by phone at: 0870 609 6006.

Event organisers working with vulnerable groups will have full responsibility for ensuring that they comply with the requirements of the PVG scheme and if applicable hold the necessary disclosure certificate at the time of their event. BLF strongly recommends that anyone considering organising an event which may involve vulnerable groups consider the terms and implications of the PVG scheme, details of which can be found on the above website.  

Public Entertainment Licences

Individuals and groups organising and running their own events as part of the Festival are responsible for obtaining a public entertainment licence where appropriate.  You are advised to check with the venue which you are using whether or not such a licence will be required.  

General information and advice

Please speak to a member of BLF Committee in the first instance if you or your group need any information on organising and running your Festival event.  If we are not able to answer your question or assist directly ourselves, we will try and put you in touch with someone who can.  

Thank you for your co-operation – we’re looking forward to your involvement in Biggar Little Festival 2017.
Please return the completed form to:

Lesley Armstrong at laproperty@tiscali.co.uk or 6 Lindsaylands Road, Biggar, ML12 6EQ.
Biggar Little Festival Committee
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