Please download and complete this Application Form and Risk Assessment, and return both to HarbourFest HomeComing’09 Office (address below) by Friday 29 May 2009

WICK HARBOURFEST HOMECOMING’09                    
PITCH APPLICATION FORM  (All applicants to provide own stalls)
	Name of organisation
	

	Name of representative  
	

	Address

	

	Tel:
	email:


	Please give a full and clear description of what you will do and/or sell – innovative stalls will help to avoid duplication and will be given preference.

There is a requirement for catering from 6.00pm – 10.00pm on Friday 26 June.  Please tick this box if you wish to be allocated a pitch for catering for Friday evening (


	Size of pitch …………………..      feet wide x ……………..……. feet deep




	Charges:  Please tick the classification that applies to this application and enclose payment  (cheque only).
(  Friday Pitch for charities/local organisations:      £15.00 per 10ft frontage, £1 for each additional ft. frontage

(  Saturday Pitch for charities/local organisations: £30.00 per 10ft frontage, £1 for each additional ft. frontage

(   Pitch for commercial sales:                                £50.00 per pitch

I ENCLOSE A CHEQUE MADE PAYABLE TO WICK HARBOURFEST  FOR  £…………………………… 



	Conditions 

1. Stalls to be provided by applicant – this application is for a pitch only

2. Vehicles will be issued with passes in order to enter the Harbour area before 9.30am on Saturday. 

3. Vehicles to vacate the harbour area by 9.30am on Saturday. Stalls trade from 6.30pm Friday &10.00am Saturday
4. Vehicle access is not available for the replenishment of stalls during the event.

5. Stalls cease trading at 5pm on Saturday - vehicles allowed in after this time. 

6. Stallholders are responsible for clearing the area around their stall after the event.

7. Please share our commitment to a successful and safe HarbourFest by completing and returning the attached Risk Assessment for your activities with this application form - see guidance notes below.

8. All exhibitors must hold public liability insurance. If selling food, you must complete the food hygiene questionnaire below and return it to the Highland Council address on the form. 
9. You will be advised by letter if your application is successful and you have been allocated a stance.


	Please return completed Application Form/Risk Assessment/cheque to the address below by Friday 29 May 2009                 
HarbourFest HomeComing’09 Office  1 Langley Park  Wick  Caithness KW1 5LD

Applications without a completed Risk Assessment cannot be accepted


WICK HARBOURFEST HOMECOMING’09

SATURDAY 27 JUNE 2009
RISK ASSESSMENT GUIDELINES

Please complete the risk assessment form using the guidelines shown below.  Consider what risk there is for those setting up and dismantling demonstrator’s stands and for the general public and demonstrators during the show.

	HAZARD
	WHO MIGHT BE HARMED?
	IS MORE REQUIRED TO CONTROL THE RISK?

	Look out for hazards that you could reasonably expect to result in significant harm under the conditions in your workplace.  Use the following examples as a guide.
	There is no need to list individuals by name – just think about groups of people doing similar work or who may be affected, eg
	For the hazard listed, do the precautions already taken -

	Slipping/Tripping hazards
	Staff & members of the public
	· Meet the standards set by a legal requirement?

· Comply with recognised industry standards (eg Health & Hygiene)

· Represent good practice?

· Reduce risk as far as reasonably practicable?

Have you provided-

· Adequate information, instruction or training

· Adequate systems or procedures?

· If so, then the risks are adequately controlled, but you need to indicate the precautions you have in place.

Where the risk is not adequately controlled, indicate what more you need to do (the “action list”)

	Electricity
	Staff & members of the public
	

	Moving parts of machinery (eg blades)
	Staff
	

	Manual Handling
	Staff
	

	Food Sampling/Display
	Staff & members of the public
	

	
	Pay particular attention to –

· Staff with disabilities

· Visitors

· Inexperienced Staff

· Lone workers – they may be more vulnerable
	

	Fire Hazard

eg Combustible materials (rubbish, flammable substances, LPG etc )and ignition sources (flames, smoking etc)
	Staff and members of the public
	Means of Escape.  Fire fighting equipment and fire evacuation plan.


WICK HARBOURFEST HOMECOMING’09

SATURDAY 27 JUNE 2009
RISK ASSESSMENT FORM

(Please see guidelines above)

Please complete, using BLOCK CAPITALS, and return with the Pitch Application Form

	Company Name

	

	Address


	

	Person completing this form

	


GENERAL ASSESSMENT

	HAZARD
	PERSONS AT RISK
	CONTROLS TO MINIMISE RISK

	
	
	

	
	
	

	
	
	

	
	
	


FIRE ASSESSMENT

	HAZARD
	PERSONS AT RISK
	CONTROLS TO MINIMISE RISK

	
	
	

	
	
	

	
	
	

	Liquefied Petroleum Gas (LPG) on site?

YES/NO


	Cylinder size
	


	Signed:




WICK HARBOURFEST HOMECOMING’09

Wick Harbour, Saturday 27 June 2009 10.00am – 5.00pm

Conditions of Stance Allocation and Let

1. Covered stalls are not available - stalls are to be provided by applicant.  The application is for a stance only.

2. Stalls must be of robust construction suitable for erection on a concrete surface, and be provided with suitable means of holding down against the wind. e.g. sand-bags. 

3. All stall-holders will be issued with 2 vehicle passes in order to enter the Harbour area. Access will be available from noon on Friday 26 June 7.00am on Saturday 27 June in order to erect and stock the stall.

4. All vehicles to vacate the Harbour area by 5.30pm on Friday and 9.30am on Saturday.
5. Stalls will be open for trade from 6.30pm on Friday 26 June and from 10.00am to 5.00pm on Saturday 27 June.
6. The charge for a pitch must be pre-paid when submitting the application form.
7. Vehicle access is not available for the replenishment of stalls during the day - please ensure you have sufficient supplies for all-day trading.  Alternatively, you can carry replenishments from your vehicle to your stall.

8. Stalls must not be dismantled before 5pm on Saturday; vehicles with a pass will be allowed access after this time. 

9. Stallholders are responsible for clearing the area around their stall after the event.

10. Please share our commitment to a successful and safe HarbourFest by completing and returning the Risk Assessment for your activities with this application form - see Risk Assessment guidance notes.
11. All exhibitors must hold public liability insurance. If selling food, you must complete the food hygiene questionnaire below and return it to the address on the form. 

12. Successful applicants will be advised by letter by Monday 1 June 2009. Two vehicle passes per stance will be issued with the letter.  

13. Unsuccessful applicants will similarly be advised.
14. Stalls will be allocated on a first come, first served basis and originality.  A limit will be placed on the number of stalls offering the same product – e.g. bottle stalls.

HIGHLAND COUNCIL

MARKET/OUTDOOR EVENTS STALLHOLDER INFORMATION/ QUESTIONNAIRE

NAME: 


ADDRESS: 


TEL NO: 


Product types available for sale from stall:

Products other than meat, fish, poultry

	Product
	Loose or pre-packed
	Source of product
	Place of production

	
	
	
	


Meat / Meat Products / Poultry

	Product

(Loose / Pre-packed)
	Source of Product
	Place of slaughter 

(inc. approval no.)
	Place of cutting/packing

(inc. approval no.)
	Place of manufacturer

(eg. Sausages, pies)

(inc. approval no. where appropriate)

	
	
	
	
	


Fish / Fish Products

	Fish/Product

(Loose / pre-packed)


	Source of product
	Place of dispatch / purification centre

(inc. approval no.)
	Place of processing/packing

(Inc. approval no.)

	
	
	
	


Product Samples / Cookery Demonstrations

	If samples of products are to be given away to consumers, please specify the arrangements for transportation, cooking (including target core temperature and provision of adequate numbers of clean utensils for handling raw and cooked product) and display.

	


Please circle the appropriate answer to the following questions:

1.
Is the place where the food is produced or usually held, registered by your local authority as a food premises?



YES
NO
N/A


Name and address of Local Authority: 


2.
I have read ‘Food Standards Guide for Farmers Markets in Scotland’ available at www.food.gov.uk/scotland/regsscotland/regsguidscot/revisedfarmersmarketguide  and have in place checks for:


Temperature Control
YES
NO
N/A


Personal Hygiene
YES
NO
N/A


Cleaning
YES
NO
N/A


Contamination
YES
NO
N/A


Transport
YES
NO
N/A


Labelling
YES
NO
N/A

3.
I will notify the market organisers of any changes in the foregoing circumstances which could have a direct bearing on my eligibility to attend any future event.



YES
NO
N/A

I understand that I may be asked to vacate my stall if it is determined that I have falsely answered any of the foregoing questions or fail to comply with the requirements detailed in the leaflets.

Signed: 
     Date: 


For official use only:

Application accepted by 
 Council

Signed:
     Date: 


Please return to –    Helen Flear


TEC Services, Environmental Health


Market Square


Wick, KW1 4AB  

Telephone:  01955:607731
Or by email to – 
Helen.flear@highland.gov.uk

