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SPECIAL EVENTS – CONDITIONS OF HIRE
The following information aims to assist the Hirer with arrangements for ALL SPECIAL EVENTS HIRE within the Sports Centre & Community School estate.
01. PROCEDURE: Complete online booking application form via the Active Dundee website or alternatively email booking application to sports.bookings@leisureandculturedundee.com
The applicant will be sent the necessary booking documents by return.  Facilities will only be let in circumstances to be confirmed in writing.  Hire arrangements are not transferable without prior written agreement.   
Event organisers must ensure they build in efficient set up and takedown time for all equipment / operation and include this in their bookings application form. Active Dundee will charge event organiser extra costs where we require additional facility staff to support with the set up or clean up of the event or where fire risk procedures mean we require more staff on site for any evacuation requirements. Any additional charges will be clearly detailed on your confirmation notice.
02. CONDUCT: The Hirer shall be responsible for maintaining proper order within the relevant premises during the booking period, by ensuring strict adherence to the Conditions of Hire and any directions contained within relevant on-site notices.  The Management Representative on site has the right to refuse any person admission or to remove any person from the premises and the Hirer shall offer every co-operation in such circumstances.

03. MAXIMUM NUMBERS:  Active Dundee may limit numbers attending in connection with any event / block booking.  The Management Representative on site will ensure strict adherence to any attendance limits detailed in the bookings documentation or applicable in the interests of health & safety.

04. NO-SMOKING: The Hirer shall be required to co-operate fully towards ensuring that Active Dundee No-Smoking policy is strictly enforced throughout the Sport Centre facilities including the outdoor pitches. Any Club / Group who is found to not be enforcing the No-Smoking policy with club officials, coaches or supporters will be held responsible. 
05. EQUIPMENT:  Temporary use or installation of any equipment, not normally located within premises, will only be permitted with prior written consent and must be removed immediately upon conclusion of the hire period.  All on site equipment must be placed back by Hirer upon completion of their booking. Any malicious damage to equipment caused by the Hirer may be charged back to you upon an internal investigation.
Tables, Chairs and Benches up to a specific number are include in the cost of your Sports Hire. If additional tables, chairs and benches are required for any specific Hire then they will be charged additionally by Active Dundee. For details of additional costs please see Active Dundee price list.
06. CLOTHING/FOOTWEAR: The Hirer must ensure that all participants & Spectators are suitably and appropriately dressed for the relevant occasion and/or activity.  
07. SPECTATORS: The Hirer must notify Active Dundee if there event will attract spectators to any of our facilities. Special consideration will have to be given for spectators in regards to maximum numbers etc. The Hirer must also specify in their Event Application form if spectators will be charged an entrance fee.
08. NOISE:  The Hirer must ensure that sound levels associated with the booking do not constitute a nuisance and that all permits, permissions, licences and fees have been arranged to allow any playing of music or recorded material.
09. PARKING: Hire of Sport Centre facilities does not confer parking privileges upon the Hirer. If 
the event requires specific parking arrangements please detail this on the booking form or contact the respective Facility Manager.

010. CLEANLINESS: The Hirer must ensure all facilities are left in a clean/tidy condition and that all associated waste or discarded materials are removed by the end of the booking period or sooner if appropriate.   Otherwise, Active Dundee will arrange for cleaning/removal at the Hirer’s expense.

011. PAYMENT: After the hire period, payment of the relevant fee must be made to Active Dundee immediately on receipt of an invoice.  Facilities are normally hired on the basis of an hourly rate and any use that involves part of an hour will be charged at the full hourly rate. 
In the event of failure to attend or cancellation, the Hirer may be liable for the full cost of the booking, notice of cancellation must be given seven days in advance, failure to do so will result in the deposit (where applicable) not being refunded.  They may also incur additional charges for committed expenditure i.e. If overtime has been allocated and agreed with a member of staff.  
Active Dundee reserves the right to require payment in advance of authorising a hire in writing or to cancel/suspend any booking at any time without loss or liability. All major event bookings will require part / full payment in advance of the booking date.
012. FIRE ARRANGEMENTS: There will be no fire equipment testing during your use of the facility, unless you have been otherwise informed by a member of staff.  Therefore, if the alarm sounds, leave the pitch by the nearest exit.  
DO NOT STOP TO COLLECT PERSONAL BELONGINGS; DO NOT RE-ENTER THE FACILITY UNTIL OFFICIAL STAND-DOWN BY THE FIRE OFFICER.  
If you discover a fire, operate the closest call-point by pressing the middle of the glass panel to raise the alarm.
013. PERSONAL EMERGENCY EGRESS PLANS: All carers/organisers of groups with any disabled persons need to conduct and record a P.E.E.P. for each participant. This P.E.E.P should identify any individual who may require personal assistance in the event of evacuation and confirm the required ratio of carers to clients.  All carers / organisers must notify on site Active Dundee staff and ensure staff have a separate copy of the P.E.E.P in case of an emergency evacuation.
014. CRIMINAL RECORD CHECK: Any Hirer, who operates activities for vulnerable adults or children under the age of 18, is required to be registered with Disclosure Scotland in order to use Sport Centre facilities.  Such Hirers are required to have an operational Child Protection Policy and an identified child protection officer/coach who has been subject to a current criminal record check.
015.  INSURANCE: The Hirer shall indemnify Active Dundee against legal liability for any loss and/or damage to property and/or personal injury (to persons in the Hirer's care or employees of the Council or third parties) caused by or arising directly or indirectly (in the sole opinion of Active Dundee) out of the hire, use or misuse of the premises or any fixture, fitting or item of equipment.  The Hirer shall arrange adequate insurance to meet all liabilities. 

For all events hire the Hirer will be required to provide Active Dundee with a full copy of their respective Public Liability & Event Insurance in advance of any booking. Failure of the Hirer to meet these insurance requirements then the event will not be allowed to be delivered.

016. LICENSING: The Hirer will be responsible for meeting all Licensing requirements.  The Hirer must contact Dundee City Council's Support Services (telephone 01382 434499) if any of the following circumstances apply to the particular booking/event:

Public Entertainment License: Applies to both premises and enclosed land where a charge is to be made for admission; sports and athletics activities are exempt.  Failure to satisfy Licensing requirements may result in the short-notice cancellation of the booking/event and an administration charge equivalent to a one-hour hire fee may apply.
Music Licence: Applies to both premises and enclosed land where a music system / PA system will be used. The Hirer must ensure they have the correct licence for playing live music or pre-recorded music to any audience as part of a live performance or any such event. 
017. RISK ASSESSMENT: For specific Active Dundee may ask the Hirer to complete a Risk Assessment form prior to the event taking place. Failure to complete a satisfactory Risk Assessment may result in a short notice cancellation of your event. 
Active Dundee can provide Risk Assessment templates if necessary
018. FIRST AID REQUIREMENTS: Active Dundee have qualified first aiders on site at all times and will support with any first aid requirements that take place within our facilities and our opening times. 

For events, each event organiser is responsible for their own health & safety and the requirements of all the event attendee’s and coaches/staff members. Organisations using Active Dundee facilities must have their own first aider on site and access to useable first aid supplies in case of any accidents/injuries. Any clubs/organisations found not to have first aiders at their event may have their event cancelled.

First Aid support for events can be requested by organisers from St. Andrews Ambulance service and other local suppliers but it is the responsibility of the event organiser to ensure adequate first aid cover is on site for the number of participants and spectators.
019. PUBLICITY/ADVERTISING/SPONSORSHIP: The Hirer must contact Active Dundee to arrange for review and approval of any such potential arrangements.   Failure to satisfy approval requirements may result in the short-notice cancellation of the booking/event and an administration charge equivalent to a one-hour hire fee may apply.

020. BRANDING: Where permission has been granted to locate banners/boards, it will be the responsibility of the Hirer to install, maintain and dismantle such equipment.   No damage can result from locating of banners/boards and there must be no obstruction of any existing Active Dundee message or information.

021. PRESS / MEDIA COVERAGE: The Hirer must notify Active Dundee if any media coverage will take place during their event. If local press officers have been invited they will be expected to follow Active Dundee procedure for taking photograph’s inside any facility.
022. PHOTOGRAPHY: The Hirer must ensure that all participants, coaches, parents and spectators adhere to Active Dundee strict policy on taking of photographs at any event.
023. CATERING:  Active Dundee reserves the right to require that any authorised serving of food or alcohol is provided by their appointed supplier. Catering provision will not normally be allowed to conflict with in-house sales. Alternative arrangements will require written approval.
In relevant circumstances involving catering from home, by agreeing to comply with the terms of the Conditions of Hire, the Hirer is committed to observe the good practice detailed in the enclosed FOODSENSE document.
In circumstances where an external caterer is being used, the caterer must meet all legislative Food Safety requirements.  Failure to satisfy all of the above catering requirements may result in the short-notice cancellation of the booking/event and an administration charge equivalent to a one-hour hire fee may apply. No eating is permitted in the sports halls, gymnasium’s or dance studio’s for indoor sports activity.

024. REPORTING: The Hirer must immediately report to the Management Representative on site, the details of any loss, theft, damage, fault, failure, breakage, deterioration or injury which occurs in connection with a booking or use of facilities.

025. DECISIONS: The decisions of the Management Representative on site, in all matters relating to interpretation or enforcement of the Conditions of Hire, shall be final.   The Hirer shall immediately conform to any instructions issued by the Management Representative on site.

026. CANCELLATIONS: Active Dundee reserves the right to cancel / withdraw any confirmed event or block booking with prior notice. Active Dundee will ensure any cancelation notices are sent out to the booking applicant with a minimum 7 day notice period.

027. AMENDMENTS: Active Dundee reserves the right to waive, alter or add to the foregoing Conditions of Hire at any time and in any circumstances.
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