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Booking Form for Events using the Lakeside Way

Return to:
Event Name:…………………………………………….
Organisation:………………...…………………………

Name of Organiser:…..…………..…………………...
Address:…………………...………….…………………


…………………………………………….………..


……………………………………………………...

Tel:………………………………………………………..
Mobile:…….…..…………………………………………
Email:…………………………………………………….
	1
	Event Location
Grid Reference


	

	2
	Event Description, max. 50 words

Including if applicable:

Essential info for participants

Can public participate/spectate
Are families/children welcome

Are dogs welcome

Is it an accessible event

Cost to participate

Is booking essential 

Booking/contact details


	

	3
	Date/s of Event


	Start

	Finish

	4
	Time of Event


	   
	

	5
	Expected No. of Participants


	

	6
	Markings to be Used e.g. orange tape / arrows on posts / way markers.
Please note, no signage is to be erected without the prior agreement of the land owner. You must provide your own posts and not use existing signage boards for way markers.
The use of spray paint on existing surfaces is not permitted.

	

	7
	Risk Assessment

Giving details of health and safety - hazards, risk outcome and likelihood, who that risk is to and controls put in place – and arrangements for handling of emergencies.
If the event is open to spectators, the risk assessment must show how access for spectators is managed.

	Attached

YES    

Must be fully completed 10 working days before the event.

	8
	Map

Please mark on the attached map details of the event, e.g. start and finish points, route, marshals, first-aid cover.

	Attached

YES

To be agreed with Park staff

	9


	Insurance

A minimum of £5 million public liability insurance cover is required for all events. Copies of insurance documents are acceptable.


	Attached

YES   

	10
	What is the impact of the event on local residents.
If high, Park staff must inform local residents prior to event being agreed with organiser.

	HIGH              LOW



	11


	Car Parking 

Please indicate which sites will be used:
Kielder Castle
Sandysike, Kielder
Matthews Linn
Leaplish Waterside Park
Tower Knowe Visitor Centre
Hawkhope (dam)
Please note there is a £3 daily parking charge per vehicle. For large events, it is possible for us to invoice the event organiser for parking and issue parking passes, if you do not want your participants to face an added parking charge on the day.

	YES              NO
Estimated no. of vehicles:
Payment method:

	12
	Vehicle Access
Will you require access passes and keys to the North Haul Road and how many? Please note there is a £10 refundable deposit for each access key.

	YES              NO



	13
	Other Information
Please let us know of any infrastructure / facilities that you will be providing, and mark on the map.
Please note that additional pitch fees may apply to catering stands and other stalls.

Please note the use of quad bikes is not permitted on the LSW and we recommend instead golf buggies for event support.


	Please tick if applicable:
Start / finish points

Marshals
First Aiders / Mountain Rescue
Water Safety Team

Catering / refreshment points
PA Systems

Lighting

Portaloos

Gazebos

Safety Vehicles

Generators

Scaffolding

Other?



	14
	Event Management
For larger or higher risk events, a separate event management plan may be required detailing the following:

· Roles and responsibilities of the organisational team

· Skills and experience of the organisational team
· Communication plan detailing how information is to be communicated to competitors, marshals, emergency services, Park staff.
· What event safety briefs will be given
· Traffic management plan

 

	15
	Signage
All event signage is the responsibility of the event organiser. This includes the set up, tidy up, and any fixings used. There is a £100 charge applicable for signage left after the event.



	16
	Cancellation
If the event is cancelled you are responsible for informing the relevant staff representative asap.



	17
	Accident reporting
Accidents must be verbally reported to the staff on the day and followed up in writing within 48 hours of the finish of the event. It is the responsibility of the event organiser to produce a concise report of location, incident, first aid given and to provide contact details of the people involved, including witnesses.


	18
	Promotion

The Kielder Water & Forest Park Development Trust can help promote your event i.e. website listing.


	If you would prefer us NOT to promote your event please tick the box. 

If your event is NOT suitable for spectators please tick the box.

  

	19
	Data Protection
The Kielder Water & Forest Park Development Trust would like to continue to hold your details to keep you informed, by post, telephone or e-mail, of future leisure events, activities and services which may be of interest. These may be available both from ourselves or our Kielder Water & Forest Park business partners.


	If you prefer NOT to be contacted in this way please tick the box.   

 

	20
	Feedback

We greatly value your feedback. Please fill out and return the attached Event Feedback Form within a month of your event taking place.




Have you included:                                                                                         Tick

Map

Proof of insurance (minimum £5 million public liability)

Risk assessment

Fee (non refundable deposit required £30 + VAT). Please make cheques payable to the Kielder Water & Forest Park Development Trust. If you are unsure of the participant fee structure, please ask before submitting this form.

I understand that without the production of all 3 documents and the fee the event will not be authorised and will have to be rescheduled.

Signed :………………………………….. Date…………………….
For office use only

Local Residents informed of event   Y / N Informed by who?

Agreed Y / N 

Signature ………………..

Date …………………………..
Laura Hull, Forestry Commission 


Eal’s Burn


Bellingham


Northumberland


  NE48 2HP





01434 220242


� HYPERLINK "mailto:laura.hull@forestry.gsi.gov.uk?subject=Kielder%20Website%20enquiry" \o "Email Laura Hull" �laura.hull@forestry.gsi.gov.uk� 
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