How to take part and register your involvement

Step 1: To confirm your involvement and make important
communication as easy as possible please register your
involvement, providing the information below, direct to
brunopeek@mac.com as soon as possible please, but no
later than 30th May 2024.

If your event is a private occasion and NOT open to the public,
and you do not want your involvement shown on any public or
media listing, it is important that you confirm this when providing
information. Your participation will still be noted as part of this
historic occasion but NOT made public. However, if your event
IS open to the public, your contact details will be shared with the
media so that they can contact you direct to arrange any
publicity and/or coverage of your event.

Name and Job title of contact/coordinator

Name of Council, School, Pub, Care Home, Hotel,
Restaurant, Organisation etc.

Name of Country - ie England, Scotland, Wales, Northern
Ireland, Channel Island, Isle of Man, UK Overseas Territory
Name of County

Name of Parish, Town, Borough, District, Community, or
County Council etc

Full Postal address including post code

Telephone number - Landline/Mobile

Email

Will you be having Fish & Chips with Mushy Pease as part of
your Beacon and Lamplight of Peace lighting YES/NO

Will your School be involved in the reading of the Poem at
11am, found YES/NO

Will your School/Pub/etc/ event be involving the eating of Fish
& Chips during the day YES/NO

Will your event involve the reading of the International Tribute
at 9.15pm YES/NO

Public event

Private event

Public or private event & legal essentials

Ensure you have undertaken all the legal essentials and safety
requirements on page 53 before lighting your Beacon and
Lamp. Alert the emergency services, including the Fire Brigade,
undertake any risk assessments required and ensure everyone
involved is happy and familiar with your plans. (This is your
responsibility as coordinator). In the event of dry
weather, high winds and a heightened wildfire risk on the day of
the event, please carefully consider scaling back initial plans
where appropriate.

Beacon and Lamp Light lighting ceremony - 6th
June 2024

Please light your Beacon and Lamp and undertake
the Nation’s Tribute using the wording found on
page 40 at 9.15pm.

The Beacon and Lamp Light, lighting ceremony and the
Nation’s Tribute should be undertaken as follows:

Step 2: Invite your Lord Lieutenant, DL, Lord Mayor, Sheriff,
High Steward, Lord Provost, Chairman of Leader of the Council,
winner of your competition, or another of your choice from
within your local community etc, to light your Beacon or Lamp
and undertake the Nation’s Tribute at 9.15pm, using the
wording found on page 40. Alternatively, you may wish to
organise a competition in partnership with your local media,
with the winner having the honour of lighting the Beacon or
Lamp and the Nation’s Toast.

Step 3: If appropriate, use social media channels - Twitter,
Facebook efc - to promote your event. On Facebook, post
photographs of your beacon lighting ceremony.

Step 4: Publicise your event. We will provide you with a Press
Release template which you can localise, providing as much
information as you wish regarding your event, but including
your contact details. You can send this to your local media to
enable them to get in touch with you direct.
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Above and background: The Tower of London built by William the Conqueror in the early
1080s. Through the centuries, successive monarchs have added to the fortifications.

If you are inviting personal guests to your home it is worth checking
with your household insurer that you are covered in the unforfunate
circumstances that there should be an accident. If your event
includes inviting the public, or it is a third party venue then, where
applicable, the following advice should be heeded, to ensure you
have a safe and enjoyable event for everyone involved.

Licensing

Generally, all public entertainment has to be licensed by the
local authority. The law on this aims to ensure the safety of the
public and performers. Local authorities treat each event
individually, and what one will allow another will not. Do not be
put off by the length of some of the forms - the licensing officer
is there to help you.

The licensing officer’s job is to advise the local authority’s licensing
committee on the granting of public enfertainment licenses. For
small scale events he or she, in effect, makes the decision. Only if
your event is contentious will the licensing committee decide to
consider the application in detail. Talk to the licensing officer as
soon as possible. In Northern Ireland, if you plan fo sell alcohol at
an event, you will need to apply for an occasional liquor license
from the Northern Ireland Court Service.

Insurance

Unfortunately, accidents can happen at even the best organised
events. Therefore, you will need to consider and obtain insurance
cover for your event, whether you are holding an event on your own
premises or someone else’s. beacon/bonfire events require specialist
public liability cover. If you hire a park or venue or use land owned
by a third party for your activity, they are likely to require you fo have
your own suitable insurance to cover your liability for any injury fo the
public or damage to other people’s land or property.

anihy

Legdl Essenﬁdls Clnd Sdfef)' (This is your responsibility)

If hiring equipment for the event, you may need to insure these
items; you may also need fo consider cover for loss of any
financial outlay you incur if the event has to be cancelled for
reasons beyond your control, or loss of money, particularly if you
are holding a fund-raising event. Therefore, to help you obtain
the appropriate insurance, and risk management advice, we are
working closely with Unity Insurance Services, which is a specialist
insurance broker in the voluntary and non-profit sector.

They have developed a range of bespoke insurance covers
specifically for the Beacon/Bonfire events. Unity is owned by a
charity and donates all its profits back to charity, so to obtain
a quote or for more details or advice on the insurance cover

you may need, please visit Unity's

] .
Unlty F\Qﬁ website or telephone them on
O 0345 040 7702.

Alternatively, the licensing officer may be able to direct you to a
suitable specialist company or broker, but you should not try to
source this kind of insurance from a non-specialist.

Emergency Services
Tell your local Fire and Rescue Service and Police Force

well in advance about the type of event you are
planning, and get in touch with your local community police officer.
Ensure that access for emergency services is maintained for your
event. Write to the local fire brigade and ambulance service,
particularly if you are planning to have a beacon/bonfire, fireworks,
or an event that will attract a large crowd. St John’s Ambulance and
the British Red Cross will provide first aid and sometimes a vehicle.
In some areas they are simply happy to receive a donation. In
others, expect a fee o be charged.

o Food and Drink
(" ) Basic food hygiene guidelines should be followed at all

times if you are providing food and drink. Caterers must
have food hygiene cerfificates. Advice on this subject can be
obtained from your local council environmental officer.

Alcohol
I If you want to sell alcohol you will need to secure a
licence. From February 2005, licenses are granted by

the local authority rather than the Magistrates Court. You should
therefore contact your local authority licensing section and seek
information from them on how to apply. During 2005 all existing
licenses have to be renewed and this will inevitably lead to long
lead-in-times. Please apply as early as possible.

‘h Site Clearance
Pard

% The local authority will arrange for clearance and

disposal of litter after your event if it is on public
ground (check for possible charges). You can help this process
by arranging litter bins or recycling bins around the site, and a
crew to clear up throughout the event.

Hiring or Borrowing Equipment
m Your local authorities, or local event organisers may be

able to help you with confacts for supplies such as
marquees, portable foilets, barriers and bunting, or may in some
cases have these for you to hire and borrow. You may also need to
consider generators, a public address system, and emergency
flood lighting. If you need to arrange insurance for your hired
equipment, Unity Insurance Services can arrange this for you too.

All Ability Access
é\‘ Access for people with a disability is very important.

Many local authorities run community transport
schemes. Talk to them about arranging transport. On
greenfield sites, access may be improved by cutting the grass
before the event.

Legal Essentials and Safety
This aspect of your event is your total responsibility, so

please ensure you have undertaken all the necessary
risk assessments and respective insurance efc, to reflect this.
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