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TRANSFORMING LIVES THROUGH HARMONY




                      Registered Charity No. 1123266
Southend Community-in-Harmony Event - Sunday 19th June 2011 12.30pm - 5.30pm

*** IMPORTANT - PLEASE READ CAREFULLY ALL THE CONTENTS OF THIS APPLICATION PACK ***
Dear Colleague

Arrangements are now being made to hold the 2011 Southend Community-in-Harmony event at Southend High School for Boys, Prittlewell Chase on Sunday 19 June 12.30pm - 5.30pm. It is hoped that people from all sections of our Southend community and surrounding areas will attend and take part in the event, enjoying the Community-in-Harmony experience and celebrating the diversity, culture and heritage of our community. We strongly believe that this will help break down barriers and encourage trust and friendship among people of different ages, backgrounds, interests, ethnic origins and religions 

As a result of obtaining grants (including some of which yet to be secured), donations and a lot of hard work by volunteers, we are once again able to put on what will be our eighth, free outdoor annual event (with a wet weather contingency in case of rain). Previous years’ activities have included live music, dance, English and ethnic food, refreshments, children’s fun activities and bouncy castles, a five-a-side youth football competition and displays by the participating organisations. This year we aim to offer these activities again but also to provide some new attractions, including sporting ones. Feedback over the years has overall been very positive, with evidence that many barriers of misunderstanding have been broken down with much goodwill generated among the different groups. On behalf of the Southend Community-in-Harmony Partnership (SCHP), I warmly invite your organisation to take part in this year’s event and hope that together we can make it the best to date!

About Southend Community-in-Harmony Partnership - we exist to: 

· celebrate the diversity, culture and heritage of the local community 

· promote a greater understanding and tolerance within the community 

· break down barriers of ignorance and misunderstanding and 

· encourage and facilitate partnership working among community groups for their mutual benefit

Our annual event is arranged to support those aims (as well as providing a great free day out for all).

In order to participate in the event you need to carefully read and agree to our event rules and code of conduct (page 2) and then complete the questions on page 3 and the relevant sections on pages 4 to 6 and finally, 8. Those pages need to be returned to me, either electronically (preferred) to my email address (given below) or to my postal address. I intend to acknowledge receipt of applications within three weeks of my receiving it (please contact me if that does not happen). If we need to inform you of other relevant information nearer the time then we will do so. We hope to provide up-to-date information on our website and in our e-mailings. We expect stall holders and caterers to arrive and check in between 10.00 and 12.00 on the day of the event and aim to be up and running by 12.30pm. Those involved in providing a musical, cultural or entertainment item should be ready at least half an hour before they are to perform. We request that stall holders stay for the duration of the event. While you are at liberty to give out free material, you will not be able to sell or elicit donations. As some may take exception to certain literature - we ask that information given out is accurate and done so with sensitivity.  Finally, the event’s success depends on the effort of all those who take part, and who are prepared to “muck in” and help without being prompted. As an organisation, we are very committed to meeting our aims and with your support we know we will succeed in giving visitors a great day. 

John Barber









  24th January 2011
Southend Community-in-Harmony - Event Coordinator 
c/o 136 St. Lukes Road, Southend-on-Sea, SS2 4AG

Telephone: 01702-616302 / Mobile: 07944168086   
Email: jjandm.barber@blueyonder.co.uk
Website: www.southend-community-in-harmony.org.uk
Event Rules and Code of Conduct

The Southend Community-in-Harmony Partnership (SCHP) organises annual events for the benefit of the whole community and values the cooperation and support of its partners in doing so. With the attendance of so many people representing different aspects of our diverse community we do recognise that, without wishing to curtail individual freedom and enjoyment of the event, participants need to conform to our Rules and Code of Conduct.  Based on the experience gained from previous events, the following Rules and Code of Conduct have been drawn up by the organising committee:

All persons / organisations partaking in the event must: 

· take responsibility for their own health and safety and cooperate with the event organisers to protect the health and safety of those attending the event. 

· follow signs and instructions given out on the day, including those given by event organisers and stewards and over the PA system.

· report in at the reception area on arrival and follow instructions for ‘setting up’

· retain or place litter in the appropriate receptacles

· not block access to the site or run or make excessive noise or damage the ground 

· (if using vehicles) keep to a 5mph speed limit and park only in designated areas 

· maintain a calm, courteous and restrained manner when dealing with the public

· not receive money or charge for services (other than under a pre-agreed arrangement with the organisers, usually confined to providing food or refreshments)

· operate lawfully as an organisation

· stallholders (or representatives) must check at Reception by 12.00pm and maintain a presence at their stall between 12.30 - 5.00pm unless exemption is agreed beforehand Please do not close your stall before 5pm as experience shows that this is disruptive

Given that participating organisations come from all sections of the diverse Southend-on-Sea community and represent a variety of values, interests and beliefs, some of which may conflict with one another (indeed, our own membership reflects this diversity), we request that while exercising freedom to present those values, interests and beliefs:

· respect is to be shown to those who hold conflicting values, interests and beliefs

· no attempt is to be made to proselytise or ridicule those who hold contrary values, interests and beliefs

· no campaigning is to be undertaken other that as an indirect consequence of presenting the values, interests and beliefs of the presenting organisations

Decisions made by the event organisers on the day are final and must be observed.  Failure to comply with any of the Event Rules and Principles of the Code of Conduct may result in individuals or organisations being required to leave.  Finally, the event organisers are grateful to the staff and governors of Southend High School for Boys for allowing SCHP use of their site and for their cooperation in holding the event. We are keen to maintain a good relationship with the school and to vacate the premises in the same condition as we found it.   

Finally, we would urge all participants to enter into the spirit of the event by engaging with the disparate organisations taking part and to greet visitors. We have also found that people helping each other as and when needed on the day is what makes the event run smoothly. While we will take every measure to ensure the event is adequately stewarded, we do realise there will be times during the day where there may be “bottlenecks”. We will do all we can to ensure the event runs smoothly, and your understanding and cooperation will be most appreciated. We intend to take photos on the day. Please advise us if this is a problem. 

SUNDAY 19th JUNE 2011 - COMMUNITY-IN-HARMONY EVENT

at Southend High School for Boys Prittlewell Chase Southend on Sea

APPLICATION FORM (FOR ORGANISATIONS TAKING PART)

(Please answer all questions and give as much relevant detail as you can)

Name of organisation taking part: 
Aims/Purpose of organisation: 

Name of contact person(s) (before and on the day - if different): 

Address: 

Telephone no(s) (include on the day contacts):
Email / Website: 
Will you provide an organisational display Y/N? 

If Yes, please read the information on page 4 and complete the relevant sections.

Will you provide food or refreshments Y/N? 

If Yes, please read the information on page 5 and complete the relevant sections.

Will you provide entertainment (music, dance etc.) Y/N?

If Yes, please read the information on page 6 and complete the relevant sections.

Will you provide children’s or other special activities Y/N? 

If Yes, please read the information on page 6 and complete the relevant sections.

Are you interested in sporting activities e.g. do you wish to enter a youth football team Y/N?

If Yes, please read the information on page 6 and complete the relevant sections.

 (Particularly if answer No to all the above) Do you wish to volunteer to help our event Y/N?

If Yes, please state what you could offer (we will be sending out volunteer packs).
Does your organisation have public liability insurance Y/N? 

If Yes, what is the upper level of your cover? 

How many from your organisation will be taking part? 

How many car parking spaces will you require? 

Do you have disabled or other special needs (please specify) Y/N? 

Do you have particular requirements not mentioned elsewhere (please specify) Y/N? 

Do you wish to be reimbursed for expenses Y/N? 

If Yes, please give details - because of limitations in our budget we are limited as to what we can pay but will consider sympathetically the payment of any out of pocket expenses: 

Please turn to and complete pages 4, 5, and/or 6 depending on your/your organisation’s proposed contribution to the event, before completing the rest of the application (page 8).

Organisation Displays
Please read and complete this section if you are part of an organisation that wishes to display material / give out info., “freebies” etc. and engage with the public. We would encourage you to think “outside the box” in order to make your contribution attractive to visitors. We are asking all organizations who display at our event to make a small contribution (see page 8)
Describe your organisation’s proposed contribution to the Event: 

Do you intend to bring your own van, tent etc. for displaying material etc. Y/N? 
In a minority of cases people bring their own van, tent etc. for their activities
If Yes, please provide details:

If No, then we assume you will want to reserve space in our main marquee. We are planning again to have a very large size marquee (with approx 6’ x 2.5’ trestle tables and chairs inside) to cater for both dry and wet weather conditions.  
(If in the marquee) do you need a backdrop to display posters, board etc. Y/N?

Typically, this will be a side wall of the marquee - this helps us plan where to put you.
Do you need electricity Y/N?

Most organizations DO NOT require power but we recognize exceptions and will try to oblige.

If Yes, please provide details of what you need and why:

Please let us know if you have any special requirement or contribution you can make:
Please complete the table booking section below as appropriate


         QTY
1. We wish to book trestle table(s) (approx 6’ x 2.5’)                      
     
              

(given space limitation we prefer to give one table per organisation but recognize that
 Some, usually larger organizations with several activities, may need an additional table)

2. We wish to book chair(s) (normally 2 provided per organisation)



                           
              

Food and refreshments

Food (traditional English or ethnic) and refreshments is an important feature at our events and we normally have a number of suppliers providing different menus to our public. This year (for the first time) we plan for most food outlets to be in a marquee designated for food. Other than electricity, water and tables, we expect suppliers to bring what they need on the day with them. They can either bring their food with them already prepared or prepare on site.
Do you wish to provide food or refreshments Y/N? 

Do you have the relevant heath and hygiene certificates Y/N? 

We normally expect people serving food to have a current food hygiene certificate
Please describe the type of food / drink products you intend to provide:

Please give an idea what you intend to charge for each item (a menu with prices would help)

We understand you will need to recoup costs but given the nature of the event we expect prices to be lower than might be typically charged in a public setting
Do you require electricity / water Y/N?

An electrical plug socket (connected to power) is normally supplied to every food outlet; water can be collected from a nearby standpipe
How many tables do you require?

We normally supply 2 trestle tables to each food outlet (approx 6’ x 2.5’)
Is there anything else you would like to know or anything we could do to help you?

Entertainment, Children’s Activities, Sporting Activities
ENTERTAINMENT
Each year at our Big Event we accommodate a variety of music or dance acts or other forms of entertainment on our main stage, in our fringe or elsewhere on our site:

Do you wish to provide entertainment Y/N? 
If Yes, please describe what you propose to do?
Do you have any special requirement we could help you with Y/N? 

If Yes, please specify (include music / performance requirements etc.):
CHILDREN’S AND/OR SPECIAL ACTIVITIES
Each year at our Big Event we have a number of Children’s and Special Activities:

Do you wish to provide a children’s and/or special activity Y/N? 

If Yes, please describe what you propose to do (Please specify if you need tables, chairs, power or anything else we may be in a position to supply)?

Do you have any special requirement we could help you with Y/N? 

If Yes, please specify: 

SPORTING ACTIVITIES
Sport has always been a key means of celebrating diversity:
Do you wish to provide a boys 11-13 or 14-16 or a girls 5-a-side football team Y/N?

If Yes, please specify (a separate form / information will be sent out in due course):
Are there any other sports you might be able to help with or are interested in Y/N?

If Yes, please elaborate?

Last year we put on archery and handball for the first time as well as running three separate football tournaments; we hope to include cycling and basketball this year (and are open to other proposals) - whether we go ahead, will depend on the offers of help we receive etc.
The SCHP Big Event is for FREE and is for EVERYONE

The issue of the free and inclusive nature of our event often crops up and we are often asked questions - so here are some our thoughts on the matter ...

Since the Southend Community-in-Harmony Partnership (SCHP) began hosting its annual Big Event, it has sought to offer not only a great day out for all the family but also, what seems to be a rarity these days, provide something that is genuinely free - with no hidden agenda or strings attached. Besides wanting to make our event attractive to all, we are keen to encourage those, with limited means, to come. We have been able to do so because of the generosity of sponsors who believe in what we do. Costs are currently a little over £10000. We carry no fear or favour with any particular sector of the community and value all equally.

The nature of our partnership is such that we embrace a plethora of political, religious and ideological views and a very wide cross section of the Southend community. We aim not to favour any one belief or faith above any other and have the primary objective of bringing together all sections of our society in a spirit of fun, friendship and understanding - and of course harmony. The main thing we ask of people who attend our events is that they respect the differing beliefs and sensibilities of others who will be attending, but realise that this does not mean that they have to unduly compromise their own. 

We encourage everyone to join with us in embracing the diversity that is found at our events and enter into the spirit that is intended. For that reason we encourage participants to be welcoming to the public and to help each other and, if they are free, to help where needed setting and clearing up the site etc. We insist that participants arrive and set up in good time before their start time and not to “slip away” before the end (except by prior agreement).

Over the years there have been exceptions to our “everything is free” policy, most notably in the provision of food and refreshments that is consumed on the site, which of course is an important part of what takes place on the day and meets a practical need. Although we would ideally like to offer this for free as well, especially as the large range of foods enjoyed by our attendees adds to the diverse nature of the event, we recognise it would not be financially feasible. However, we do stipulate food is sold at a reasonable price and a percentage (normally 10%) of takings is donated back to supporting the cost of the Event.

We do appreciate that stallholders and providers of services often do incur expenses and that a considerable amount of time is given by volunteers, and we much appreciate those vital contributions. In return, we do our best to support those taking part to do so effectively. We do in exceptional circumstances pay expenses for costs incurred on the day (please enquire if you are part of an organisation that would like to be reimbursed - please refer also the question found on page 3 of the application form).

Regarding the taking of money, including selling products, there have been other exceptions in the past involving those who have sold goods or provided services. After discussion, we in 2010, not to allow the taking of money from the public for goods, services or donations, the only exceptions being in the case of food and refreshments consumed on site. Participants can advertise, on the day, goods and services that can be purchased elsewhere but not at the event. Note this policy is currently under review (please enquire if this affects you). We really hope and believe everyone who attends will have a great day out and do so in the assurance that what is on offer is genuinely free. Finally, on the subject of money, we have asked participants to make a small donation to the costs of the event (see page 8). 
Check List (and final bits)
All: please complete relevant sections on page 3, and read pages 1,2 and 7

□*
Organisation displays: please complete relevant section on page 4



□
Food and refreshments: please complete relevant section on page 5


□
Entertainment, Children etc., Sports: please complete relevant section on page 6 
□
All: finally, complete remaining details on this page (8)




□
* Tick/mark boxes as appropriate when you have completed
Please return the completed pages (pages 3&8 plus relevant sections on pages 4, 5 & 6) to: 
John Barber (Event Coordinator)
Email: jjandm.barber@blueyonder.co.uk (preferred) 

Post: 136 St. Luke’s Rd, Southend-on-Sea, SS2 4AG. 
We intend to acknowledge our receipt of your application within three weeks of receiving it, confirm your organisation’s participation and provide further information as appropriate, but please do not hesitate to contact us if you need further help or clarification. We intend to provide further details of what happens / expected on the day, 2-4 weeks prior to the Event.
IMPORTANT: Each year we need to find the money to put on our free event. As over £10000 is needed for this year’s event (some already secured) and this year WE ARE CHARGING ORGANISATIONS (NOT ENTERTAINERS OR FOOD STALLS) TO TAKE PART - A MINIMUM OF £30 (although this may be waived in cases of difficulty) - non-refundable. Please make cheques payable to ‘Southend Community-in-Harmony Partnership’ and send or hand over to John Barber or a SCHP Trustee before (preferably) or on the day of the Big Event. Our Treasurer, Sandra Wilkes, will be at Reception on the day of the Event to deal with any financial issues.
I enclose / will send / will not be sending* a contribution to the expenses of the event of £ 

* delete as applicable      
THE CLOSING DATE FOR BOOKING IS FRIDAY 20TH MAY 2011. WHILE WE WILL TRY TO ACCOMMODATE LATE ENTRIES, WE CANNOT GUARANTEE WE CAN ACCEPT YOUR APPLICATION IF WE RECEIVE YOUR FORM AFTER THIS DATE

PLEASE DO NOT HESITATE TO CONTACT ME IF YOU HAVE ANY QUERY. 
THANK YOU FOR YOUR APPLICATION AND WE HOPE YOU HAVE A FANTASTIC DAY.

I/my organisation agree(s) to abide by the Rules and Code of Conduct that govern the event 

Signature:  




Date: 

(not needed if electronically sent)
Name:
 




Position in Organisation: 
6

