APPLICATION FOR A SHOPPING CENTRE ACTIVITY PERMIT
AND / OR A STREET COLLECTION PERMIT

	Name of Organisation
	

	Address
	

	Name of Person making application
	

	Address for correspondence if different from above
	

	Daytime telephone number
	


PLEASE COMPLETE THE FORM FOR A CITY CENTRE ACTIVITY PERMIT AND / OR THE FORM FOR A STREET COLLECTION PERMIT AND RETURN THE WHOLE APPLICATION TO:-

Market and Street Trading 

City Services and Development Directorate, Coventry City Council

Coventry Market

Queen Victoria Road

Coventry

CV1 3HT

Or:

Licensing Department. PO Box 15, Earl Street Coventry, CV1 5RR
	Data Protection Act 1998

The data Controller is Coventry City Council

The information provided on this form will be used for the purpose(s) of the Shopping Centre Activity/Street Collection and will not be passed on to a third party (other than those directly connected with the Shopping Centre Activity/Street Collection) without your written consent.



FOR OFFICE USE ONLY
	APPLICATION RECEIVED BY
	
	
DATE
	


	STREET COLLECTION
	
	
	

	
	
YES
	
	
NO

	SHOPPING CENTRE ACTIVITY
	
	
	

	
	
YES
	
	
NO


APPLICATION FOR A SHOPPING CENTRE ACTIVITY PERMIT

	Name of organisation

	

	Name of applicant

	

	Type of activity

	Social / Charity / Commercial 

(delete as necessary)

	Date(s) site is required

(Non-Consecutive dates require separate applications)
	

	Details of activity

	

	Details of any support equipment


	


City Centre Activity Permit Preferred Site:
See the attached plan for overall view of The City Centre.

	SITE

NUMBER
	LOCATION
	YES / NO

	1
	Precinct Crossover (Open by end of June 2021)
	NO

	2
	Upper Precinct (Open by end of June 2021)
	NO

	3
	Smithford Way (Open by end of June 2021)
	NO

	4
	Market Way,adjacent to Crossover (Open by end of June 2021)
	NO

	5
	Shelton Square
	

	6
	Dresden Place
	

	7
	Hertford Street
	

	8
	Other area(s) Please indicate on plan 
	


DETAILS OF PUBLIC LIABILITY INSURANCE:

Is it proposed to collect any money and/or sell goods for charitable purposes as part of this activity? YES / NO

(If YES, a Street Collection Permit will be required.  Please complete the attached Street Collection application form.)

I hereby agree to abide by the attached conditions if allocated a site for this activity.

Signed: _
         Date: __________________________
                                                              
Enquiries regarding activities should be made to the Assistant Manager Market and Street Trading (Tel:024 7697 7012)

C O V E N T R Y   C I T Y   C O U N C I L
SHOPPING CENTRE ACTIVITIES
CONDITIONS
1.
That the approved activity takes places only in the location (hereinafter referred to as "the allocated site") which will be indicated on approval.

2.
That no interference is caused to traders or members of the public as a result of the activity.

3.
That any noise or disturbance arising from the approved activity is kept to a reasonable level, or at the discretion of the Business Development Manager or his nominee.

4.
That no unauthorised advertising of the activity takes place.

5.
That no sales or offers for sale of any kind or description take place without the written authority of the City Council.

6.
That no distributions of leaflets, pamphlets or printed matter of any kind take place without the written authority of the City Council.

7.
That any request about the approved activity (including the cessation thereof) made by a police officer or an officer of the City Council shall be complied with immediately.

8.
That the City Council are indemnified against any third party claims arising from, or incidental to, the approved activity.

9.
That any damage to City Council property, including paving, however caused, is fully reinstated to the satisfaction of the City Council and that the allocated site is left in a clean and tidy condition after your use.

10.
That before bringing a vehicle into the Shopping Centre, contact should be made with the Events Team on 024 7683 1018 or Market Services on  024 7622 4927 to arrange for an inspection of the allocated site.

11.
That any equipment or vehicles etc. used as part of any activity are brought into and left in the Shopping Centre entirely at the owners' risk.

12.
That no equipment or vehicles etc. are left in the Shopping Centre after normal trading hours.

13.
That all equipment and vehicles etc. used in the activity are removed immediately on expiry of the agreed period.

14.
That no interference is caused to any other activities approved by the City Council.

15.
That no amplification equipment of any type is used without the written authority of the City Council.

16.
That balloons do not form part of the promotion without the express permission of the Business Development Manager.

Additional Conditions
17.
That your letter of approval which accompanies these conditions, is kept available for inspection at all times on the day of the activity.

18.
That if the activity has to be cancelled, for whatever reason, AT LEAST 24 HOURS NOTICE BE GIVEN.  Failure to do so may result in the fee being charged in full, should a fee be applicable.

APPLICATION FOR A STREET COLLECTION PERMIT
Please read the attached notes carefully before completing this application.

1. If the organisation is not based in Coventry, please indicate what link the organisation has with Coventry:

         _______________________________________________________________________________
2.
Please state the purposes for which the organisation is established:


_______________________________________________________________________________
3.
Is the organisation a registered charity?    YES / NO


If YES, provide charity registration number _____________________________________________
4.
Date(s) preferred for collection: ______________________________________________________
5.
Dates which would NOT be suitable: __________________________________________________
6.
Area of collection (Please tick appropriate boxes below):

7.
Will the collection include Sale of articles?    YES / NO


If YES, see note C below

Street Collection Preferred Site
	SITE

NUMBER
	LOCATION
	YES / NO

	1
	Precinct Crossover (Open by end of June 2021)
	NO

	2
	Upper Precinct (Open by end of June 2021)
	NO

	3
	Smithford Way (Open by end of June 2021)
	NO

	4
	Market Way, adjacent to Crossover (Open by end of June 2021)
	NO

	5
	Shelton Square
	

	6
	Dresden Place
	

	7
	Hertford Street
	

	8
	Other area(s) Please indicate on plan 
	


NB.
(a)
Street collections may be conducted in Shelton Square from Monday to Friday but on 


Saturday this area is reserved for entertainment.


(b)
Street collections are not permitted in Broadgate.


(c)
Sale of articles for the benefit of charitable purposes may be conducted in Dresden Place only


Other areas of Coventry (please specify): ______________________________________________
7.
How many persons will be collecting?  ________________________________________________
8.
Please state the purpose for which the money collected will be used:
_______________________________________________________________________________

9.
Have you previously held a street collection in Coventry?    YES / NO


If yes, please indicate the date of the last collection ______________________________________
I have read the notes for the guidance of applicants, and the Regulations regarding Street Collections

before completing this application, and confirm that the Organisation will comply with the Regulations.


Signed: ______________________________
Date: ___________________________________
Important Note:
This application is only for the collection of money and/or the sale of goods for charitable purposes. 

If any activity, display or other event is planned (including the use of a support vehicle) at the same time as the collection, please complete the attached City Centre Permit application form. 

(Applies to activities in the City Centre only.)

Any enquiries concerning this application should be made to Licensing (Telephone 024 7683 1888).

Data Protection Act 1998

The information which you give on this form will be used only for the purpose(s) of the Street Collections, and will not be passed on to a third party without your written consent.
THE FOLLOWING INFORMATION TO BE RETAINED

BY APPLICANT
COVENTRY CITY COUNCIL
Notes for the guidance of Organisations making
applications for Street Collection Permits
You are requested to study the following notes and attached Regulations before completing the application form.

1.
Dates for Street Collection Permits are allocated in order of receipt of application forms.  Forms should therefore be returned as soon as possible and in any event at least one month before the proposed date of the collection.

2.
Dates are allocated in October/November for the whole of the following calendar year except for the month of December.  December allocations are considered shortly prior to the beginning of that month.

3.
In view of the large number of applications the City Council receives, preference will usually be given to those applications made by charitable organisations having headquarters/branches in Coventry. Applications from College Rag Committees outside the City will NOT be considered.

4.
Only one Saturday collection per year, for the City Centre, will normally be granted to any organisation.

5.
Applicants are requested to indicate the areas of the City where they wish to collect.  The Council may on occasions authorise more than one organisation to collect on the same day, where possible in separate areas of the City.

6.
Successful applicants will be expected to organise the collection strictly in accordance with the City Council's Street Collection Regulations, a copy of which is attached.  In appropriate circumstances, where requested, consideration will be given to waiving Regulations 7 and 10.

7. Applicants should be aware that other activities may be authorised by the City Council to take place in the City Centre from time to time, and collectors will be required not to interfere in any way with such activities.
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CITY OF COVENTRY

Police, Factories, Etc. (Miscellaneous Provisions) Act 1916, Section 5


(as amended by the Local Government Act 1972,  Section 251 and Schedule 29)

1.
In these Regulations, unless the context otherwise requires:-


"collection" means a collection of money or a sale of articles for the benefit of charitable or other purposes


"collector" means a person authorised to collect money from this collection or sale of articles;


"promoter" means a person who causes others to act as collectors;


"the licensing authority" means the Council of the City of Coventry;


"permit" means a permit for a collection;


"contributor" means a person who contributes to a collection and includes a purchaser of articles for sale for the benefit of charitable or other purposes;


"collecting box" means a box or other receptacle for the reception of money from contributors.

2.

No collection, other than a collection taken at a meeting in the open air, shall be made in any street or public place within the City of Coventry unless a promoter has obtained a permit from the licensing authority.

3.

Application for a permit shall be made, in writing, not later than one month before the date on which it is proposed to make the collection.  In exceptional cases, the licensing authority may reduce the period of one month if satisfied that there are special reasons for so doing.

4.
No collection shall be made except upon the day and between the hours stated in the permit.

5.
The licensing authority may, in granting a permit, limit the collection to such streets or public places or such parts as it thinks fit.

6.
(1)
No person may assist or take part in any collection without the written authority of a promoter.


(2)
Any person authorised under paragraph (1) above shall produce such written authority, on request by a duly authorised officer of the licensing authority or any constable.

7.
No collection shall be made in any part of the carriageway of any street which has a footway however,
the licensing authority may, if it thinks fit, allow a collection to take place on a carriageway where such collection has been authorised as part of a procession.

8.
No collection shall be made in a manner likely to inconvenience or annoy any person.

9.
No collector shall collect or sell articles in a manner likely to annoy any person.

10.
While collecting -


(a)
a collector shall remain stationary; and


(b)
a collector or two collectors together shall not be less than 25 metres away from another collector:


The licensing authority may, if it thinks fit, waive the requirements of this Regulation in respect of a 


collection which has been authorised as part of a procession.

11.
No promoter, collector or person who is otherwise connected with a collection shall permit a person


under the age of sixteen years to act as a collector.

12.
(1)
Every collector shall carry a collecting box.


(2)
All collecting boxes shall be numbered consecutively and shall be securely closed and sealed in



such a way as to prevent them being opened without the seal being broken.


(3)
All money received by a collector from contributors shall immediately be placed in a collecting box.


(4)
Every collector shall deliver, unopened, all collecting boxes in his/her possession to a promoter.

13.
A collector shall not carry or use any collecting box, receptacle or tray which does not prominently


display the name of the charity or fund which is to benefit, or any collecting box which is not numbered.

14.
(1)
Subject to paragraph (2) below a collecting box shall be opened in the presence of a promoter and 


another responsible person.


(2)
Where a collecting box is delivered, unopened, to a bank, it may be opened by an official of the



bank.


(3)
As soon as a collecting box has been opened, the person opening it shall count the contents and



shall enter the amount with the number of the collecting box on a list which shall be certified by that



person.

15.
(1)
No payment shall be made to any collector.


(2)
No payment shall be made out of the proceeds of a collection, either directly or indirectly, to any



other person connected with the promotion or conduct of the collection except for payments which



have been approved by the licensing authority.

16.
(1)
Within one month after the date of any collection the person to whom a permit has been granted



shall forward to the licensing authority -



(a) a statement on the form set out in the Schedule attached to these Regulations, or in a similar



form, showing the amount received and the expenses and payments incurred in connection with



the collections, and certified by that person and a qualified accountant;



(b) a list of the collectors;



(c) a list of the amounts contained in each collecting box; and shall, if required by the licensing



authority, satisfy the authority as to the use of the proceeds of the collection.


(2) This person shall also, within the same period, at his/her own expense, and after a qualified

 
      accountant has given a certificate under paragraph (1)(a) above, publish in such newspaper or

 
      newspapers as the licensing authority may direct a statement showing the name of the person to


      whom the permit has been granted, the area to which the permit relates, the name of the charity or

 
      fund to benefit, the date of the collection, the amount collected, and the amount of the expenses


      and payments incurred in connection with such collection. It may be advisable to contact your local


      newspaper and see if they will publish this in the form of a thank you letter.

(3)  The licensing authority may, if satisfied there are special reasons for so doing, extend the period of


       one month referred to in paragraph (1) above.


(4)  For the purposes of this Regulation "a qualified accountant" means a member of one or more of the

                   following bodies:-



the Institute of Chartered Accountants in England and Wales;



the Institute of Chartered Accountants of Scotland;



the Association of Certified Accountants;



the Institute of Chartered Accountants in Ireland.

17.
These regulations shall not apply -


(a)
in respect of a collection taken at a meeting in the open air; or


(b)
to the selling of articles in any street or public place when the articles are sold in the ordinary


       course of trade.

18. Any person who acts in contravention of any of these regulations shall be liable on summary 

       conviction to a fine.



Police, Factories, Etc. (Miscellaneous Provisions) Act 1916, Section 5
(as amended by the Local Government Act 1972,  Section 251 and Schedule 29)
FORM OF STATEMENT
(to be returned to us after your completed collection)
	Name of person to whom the permit was granted
	

	Address of the person to whom the permit was granted
	

	Name of the charity or fund which is to benefit
	

	Date of collection
	


	PROCEEDS OF COLLECTION
	AMOUNT

£
	TOTAL

£
	EXPENSES AND APPLICATION OF PROCEEDS
	AMOUNT

£
	TOTAL

£

	From collecting boxes and/or sale of items

Interest on proceeds

Other items:


	
	
	Printing & stationery

Postage

Advertising

Collecting Boxes

Badges

Emblems

Other items:

Payments approved

 under reg 15(2)

Disposal of balance

 (insert particulars)
	
	

	
TOTAL
	
	
	
TOTAL
	
	


Certificate of the person to whom the permit was granted
I certify that to the best of my knowledge and belief the above is a true account of the proceeds, expenses and application of the proceeds of the collection.  I attach a list of collectors and amount collected by each to this form.

	Date:
	Signed:


Certificate of accountant or other responsible person
I certify that I have obtained all the information and explanations required by me and that the above is in my opinion a true account of the proceeds, expenses and application of the proceeds of the collection.

	Data Protection Act 1998

The data Controller is Coventry City Council.  The information provided on this form will be used for the purpose(s) of the Shopping Centre Activity/Street Collection only and will not be passed on to a third party (other than those directly connected with the Shopping Centre Activity/Street Collection) without your written consent.  The information may be used to prevent and detect fraud.


	Date
	

	Signed
	

	Address
	


















9

