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Procedure Number: SMS–ASS-002 Media Access
Appendix A: Application to carry out filming/photography
FILMING/photography AT TFWRL LOCATIONS
	
Please fill in ALL sections. Incomplete applications will be returned and this may result in filming and photography schedules not being met. Please return to filming@tfwrail.wales 


	Date of Application
	
	Name of Applicant:
	

	Company Name / For which media outlet
	

	Contact Details
	




	Contact detail of key individual on site
	

	Activity proposed, including all locations and any access to station and/or trains (filming/photography) 
	

	Date proposed
	
	Start/end times proposed
	

	Transmission date 
	

	Intended Numbers of crew
	
	Intended Numbers of Cast/Models etc
	

	Details of camera, sound, lighting and other equipment to be used
	

	Electrical power requirements 
	

	Do you hold public a current public liability insurance certificate to cover the intended activities? If you are a student, please liaise with your place of education to access their liability details. (Please provide a copy)
	

	Please detail previous experience of filming in a railway environment. 
	

	Please detail your first aid/emergency arrangements for cast and crew.
	

	If applicable, please include who an invoice for this project should be sent, name of company, address and named individual (with email and telephone number)

	

	TfW Gov Communications Team Review
	Class 1 / 2 / 3 
	Reviewed by: 
	



Information for applicants: 
Class 1 (low risk) activities are easier to accommodate and can be applied for at relatively short notice. 
Low risk activities are filming/photographic/media activities carried out in locations that will have minimal effect on the safety of our employees, customers and business partners. Locations will be restricted to areas such as station concourses, safe areas of platforms and office locations. Equipment restrictions would normally be limited to small handheld equipment without the need for significant artificial lighting or mains power.  A minimum of one million pounds public liability insurance is required. 

Class 2 and 3 (higher risk) activities will be subject to joint site visit, risk assessment and more stringent controls. Consequently, a minimum of 4 weeks-notice would be required prior to any proposed application. A minimum of 10 million pounds public liability insurance is required.  

Please send this application and public liability insurance certificate to: filming@tfwrail.wales
General safety rules for filming/photography on TfWRL premises/trains
If TfW give you permission to film/photograph on its premises/trains, you must ensure that each member of your crew is familiar with the following general instructions:

· You must follow the instructions of our staff or representative while you are on Transport for Wales premises/trains. This Is for Your Safety. 
· At staffed stations you must sign in with the duty station manager (or the booking office at small stations) before any work begins. Filming must not delay trains or otherwise inconvenience our customers/employees. At Depots you must sign the visitor book and the responsible person must ensure you have the required PPE (safety shoes, HV vest, safety glasses, hearing protection).  The responsible person (TfWRL) must inform the Depot Duty Manager/Team Leader of your presence, how long you will be on site, and the locations filming will take please. 
· Under no circumstances can you go on to the running lines or any other area operated directly by Network Rail: This is regardless of whether trains are running or not. 
· You may only cross the running lines by means of a footbridge, subway, or other recognised public crossing. This is regardless of whether trains are running or not. 
· On the platform - all activity must take place at least 1.25 metres (4 feet) from the platform edge. Lights must not be used. At Depots when walking around the site you must be vigilant and alert and aware of the yellow highlighted pit edges displayed on the walkways, along with claxon sounds and flashing beacons that warn you about train movements. 
· Experience shows that it is advisable to ask permission to film from any passengers who may inadvertently be in shot. 
· Filming equipment including cameras must not be used above "head height" where there are overhead powerlines. At Depots trailing cables must be avoided to prevent any hazards.  
· Every member of the cast and crew must have a valid ticket for travel on trains. 
· Under no circumstances can you film from the train's driving cab without prior arrangement (this includes the rear or any intermediate train cabs).  
· Aisles, doors and gangways must not be obstructed. The conductor must be able to pass through the train. 
· You must not film from an open train window or stand on the train seats. Experience shows that it is advisable to ask permission to film from any passengers who may inadvertently be in shot. 
· No person will work on Transport for Wales stations, trains or leased property having just consumed or while under the influence of alcohol or drugs. No person will have in their possession, drugs of abuse. Alcohol must not be consumed. 
· Anyone involved in a safety critical incident where there are grounds to suspect that the actions of the person(s) led to the incident can be tested for drugs and/or alcohol. Smoking is not permitted on all our premises. 
· The responsible person (TfWRL) will make you aware of the Fire Alarm arrangements and the assembly points.

Additional instructions may be required for larger filming/photographic activities. These will be based on risk assessments and documented safe methods of work.Media Access   Appendix A                                                   Issue 4                                                 July 2013   Page 2 of 2
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