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INTRODUCTION

The City of Westminster is unique. It is the home of the Monarch and the seat of Parliament. It is at the very heart of London, a centre of commerce and culture in addition to being home to 230,000 people. More than 28,000 businesses and 160 international company headquarters are based here, and 60% of all Embassies and High Commissions in London are in Westminster. The daytime population averages in excess of 1 million people a day and the annual number of visitors is 28 million. 

It is within this context that the Special Events Group fulfills the council’s statutory obligations to ensure that permitted events and filming activities in public areas are carried out safely. Officers deal with in excess of 1500 formal applications for filming activities and 750 applications for events each year, as well as daily requests for general information about locations and activities. Filming ranges from hand-held voxpops through commercials, outside broadcasts, photoshoots to major feature films. Events can be anything from Christmas Light Switch-on ceremonies, film premieres, street parties, product launches, ceremonial occasions or New Year’s Eve activities. 

Our main objectives in relation to filming activity are to: 

· be assured that planned activities in public areas will be undertaken safely;

· manage the risk that proposed activities might pose to council services and liabilities;

· provide a point of contact to the industry for council services including general location advice, parking dispensations for technical vehicles, highways/police liaison; 

· facilitate film productions which improve Westminster’s profile and benefit the City;

· protect residents/businesses from any detrimental effects (eg noise, unsocial hours);

· provide officer time to interpret council regulations in the most efficient manner;

· co-ordinate the return of areas to normal use and to Council’s set standards

MAKING AN APPLICATION TO FILM IN WESTMINSTER

We welcome the opportunity to support the filming industry, however due to the volume of filming and event activity in Westminster, please allow adequate time for your application to be considered and processed. You can help us by undertaking a technical ‘recce’ prior to submission of your application, thus ensuring a full level of detail is provided in advance. 

For major productions or any operation involving complex equipment or activity, at least 3 weeks notice is required to arrange site meetings, neighbour notifications, parking authorisations etc. Minor productions and all requests for parking authorisations must be submitted with at least 8 full working days notice. Depending on workload, officers may be able to process applications involving hand-held equipment and minimal activity with less notice, however it is unlikely that we will be able to consider any applications submitted with less than 48 hours notice. If you cannot meet these timescales, we suggest you re-schedule your proposed filming or seek an alternative location outside the City of Westminster. The London Film Commission may be able to assist you – contact (020) 7387 8787.

General Guidelines 

1. You must discuss your filming operation in detail with the Metropolitan Police and comply with any conditions they impose. Sector contacts in Westminster are:


Belgravia
Duty Officer 
(020) 7321 6803


Charing Cross
Duty Officer
(020) 7321 7525


Palace of Westminster
Duty Officer
(020) 7219 4937


Marylebone
Duty Officer 
(020) 7321 9380


Paddington Green
Duty Officer 
(020) 7321 9688


West End Central 
Duty Officer
(020) 7321 8828

Metropolitan Police 1 Area HQ may be able to advise you if there are any marches or demonstrations which could affect your operation  - contact (020) 7321 7052.

2. Special parking arrangements for filming can be authorised by the Special Events office provided certain criteria are met. These include:
· limit of eligibility to technical/commercial vehicles only, not saloon or estate cars
· limit of eligibility to parking meters, pay and display bays or yellow lines - residents’ parking  or shared use bays may not be used
· restriction to certain locations/times for unit base parking (winnebagos/catering)
· submission of all details on the appropriate forms with a minimum of 8 full working days notice
Please note there is a charge for the suspension service and that parking within the Metropolitan Police Security Zone (which includes Whitehall, Parliament Square and the Home Office) must be authorised by Charing Cross or Belgravia Police.

3. Technical/commercial vehicles are assumed to be of ‘standard size’ – trucks of unusual width or with expanding sides that could cause an obstruction shall only be used with the full approval of the Special Events office.

4. You should notify, in writing, all frontagers in the immediate vicinity of your proposed filming well in advance, giving details of location, duration and timing, exterior sequences, lighting arrangements, use of cranes or tracking, parking arrangements, number of people on location, dressing of location, stunts and other special arrangements. Please include the name/and telephone number of the Council Officer dealing with your application in your letter (and forward a copy to him/her) so that frontagers can, if they wish, discuss the proposal with the Special Events office.
5. Filming on the public highway will normally be limited to no later than 23:00 hours (22:00 hours on a Sunday) in residential areas. Any filming beyond this time will require special arrangements and must have the full agreement of local residents, Police and the Special Events office. Adequate time must be allowed for consultation.

6. There shall be minimal interference with the normal use of the public highway by pedestrians or vehicles. 

7. The use of rain/snow machines or the wetting down of footways or carriageways shall only be carried out with the full approval of both Police and the Special Events office. Please note that their use would not be acceptable during the winter and even during the summer months, agreement will only be given in certain circumstances.

8. No damage shall be caused to the public highway or street furniture. If any damage occurs, the production company will be responsible for the cost of any reinstatement work. A bond may be requested by the City Council in certain circumstances.

9. Carriageway markings and street furniture may sometimes be disguised but only with the full approval of the Special Events office. Carriageway markings must not be painted out or covered with adhesive tape.

10. No cables shall be run over the public highway in such a manner to cause a hazard to the general public, residents or businesses. Wherever possible, cables should be suspended over the public highway at a minimum clearance of 2.6 metres (8 ft 6 ins) above the footway, or 5.2 metres (17 ft) above the carriageway. The use of cable ramps as an alternative to flying cables will not normally be allowed. Street furniture may not be used as a supporting structure for any filming installation or service.

11. No lighting units, cameras or other equipment to be used in such a manner to cause a hazard to the general public, residents or businesses - camera tracking and cranes shall only be used with the full approval of both Police and the Special Events office.

12. Mobile hydraulic platforms (‘cherrypickers’) shall only be used with the full approval of both Police and the Special Events office. You should also inform the City’s Crane Engineers on (020) 7641 6278. 
13. No unauthorised “No Waiting” cones may be used on the public highway at any time.

14. No temporary “unit” direction signs be may be used on the public highway or attached to street furniture.

15. The production company should be aware of its responsibilities under the Health and Safety at Work Act (1974), carrying out and acting upon a full, site-specific risk assessment for the filming operation being proposed. 

16. The production company must indemnify the City Council against any claims or proceedings arising directly in respect of any injury to persons or damage to property as a result of your activities which take place on the public highway.

17. [image: image1.wmf]All production companies must have public liability insurance with a limit of indemnity relevant to the scale of the operation in respect of any one accident or series of accidents arising out of your filming activities. We suggest:
One million pounds (£1,000,000)
-
Minimal activity/impact (eg handheld equipment/student films)

Two million pounds (£2,000,000)
-
Small scale productions with simple filming sequences

Five million pounds (£5,000,000+) 
-
Larger scale productions or any complex filming sequence
Such policies must be produced before your filming commences, with evidence that the insurance cover is current. We suggest you ensure you continue to be covered by your insurers for all risks should you fail to fully disclose all details of your operation affecting the public highway or act against advice given by the Police or City Council. Please note that all paperwork must be supplied in English.

18. The City Council requests that location and/or filming credits be acknowledged if possible for all filming activity taking place on the public highways in Westminster. Credits should refer to ‘The City of Westminster’ or ‘The City of Westminster Special Events office’.
· To establish if there are any crane operations or highway works that may affect your operation, please contact:
Street Works Co-ordinator 


Tel: 
(020) 7641 6277
· If you propose to film on Council Housing Estates, in schools or libraries, please contact the specific on-site manager. For filming in any of the Council’s gardens/open spaces or other property please contact: 

Council Parks Manager
Tel: 
(020) 7641 5264/6471
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Buildings Manager (City Hall/Council House)
Tel: 
(020) 7641 2898

· If you propose to film in any of the Royal Parks, including Hyde Park, St James’s Park, Regent’s Park, Green Park and Victoria Tower Gardens, please contact:


Royal Parks Agency

Tel: 
(020) 7298 2110

· If you propose to film on Trafalgar or Parliament Squares, please contact:

Greater London Authority

Tel: 
(020) 7983 4234 

· If you propose to film on Abingdon Green, please contact:

Parliamentary Works



Tel: 
(020) 7219 3814

***Anything outside the scope or contents of these guidelines may be submitted for consideration by the Special Events office if adequate notice is given***




Address: 
Special Events



City of Westminster




64 Victoria Street




London SW1E 6QP


Telephone numbers:
(020) 7641 2390 / 7835 / 3078/ 7948 

Fax number:
(020) 7641 2640


Email:
speciale@westminster.gov.uk


Web site:
www.westminster.gov.uk/events
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