
[bookmark: _GoBack]Sports Venue Hire Application                                
Sports Centres & Swimming Pool Venues Only

	Please complete the form and send to the Venue

	Please note application on this form does not constitute a definite booking.  If your event can be accommodated a booking confirmation will be e-mailed to you (or posted if e-mail details have not been provided).



	EVENT DETAILS

	Name of Venue Required
	

	Purpose / Type of Event
	

	Facilities / Area Required
	

	

	SINGLE BOOKING
	Day & Date
	Time

	
	
	

	

	BLOCK BOOKING
	Start Date
	End Date
	Day(s) & Time(s)
	Dates not required

	
	
	
	
	

	

	Additional on site Requirements
	

	Expected Participants
	Under 8’s
	9-15 Years 
	16 Years +

	
	
	
	

	

	QUALIFICATIONS, INSURANCE and PVG

	Compliance with Protection of Vulnerable Groups legislation and protocols
All hirers must confirm that they comply with Protection of Vulnerable Groups legislation.
For further information see https://www.disclosurescotland.co.uk/disclosureinformation/pvgscheme.htm 

All applicants must complete the following : 
I confirm that we have undertaken an assessment as to whether our groups activities involves regulated work and if so, that all of the relevant staff or volunteers are registered under the Protection of Vulnerable Groups scheme.


Name: (Block Capitals) ………………………..   Signature: ………………………          Date: …………………………



	Will Tuition/Instruction be given    YES  /  NO
If yes, you MUST submit copies of coaching qualifications and insurance certificates (public liability and personal indemnity cover) and complete the details below for all group members undertaking teaching/coaching.
NB Club Sport Aberdeen members do not require to provide this information as it is already on record.

	Group Leaders/staff/volunteers details (where appropriate)

	Name 
	Teaching/Coaching Qualification

	
	

	
	

	
	

	
	

	
	



	CLUB ORGANISATION DETAILS

	Will you be charging participants?
	YES  /  NO
	If Yes, Please give details


	Club Sport Aberdeen member? 
	Level 1
	YES  /  NO
	Date of Award 


 

	
	Level 2
	YES  /  NO
	

	Concessionary eligibility
	Please give details of any concessionary entitlements of the above participants - A2L or student card numbers:



	Name of Organisation / Club  
	

	
	Contact One
	Contact Two

	Contact Name
	
	

	Address
	
	

	Postcode
	
	

	Contact Tel
	
	

	Email
	
	

	

	

	Should my application be successful and event booking confirmed I agree, on behalf of the group, that we will abide by the conditions of hire.

	Sign
	
	Print
	
	Date
	



	OFFICE USE ONLY



	APPLICATION PROCESSING

	
	Signature
	Print name
	Date

	Application Received 
	
	
	

	Event approved by Assistant Manager
	
	
	

	Event entered into LMIS 
	
	
	

	Confirmation Letter Sent Via Email / Post
	
	
	

	Unsuccessful Letter Sent Via Email / Post
	
	
	

	Account ref 
	
	Booking Ref. 
	

	Qualifications Checked
	YES  /  Not applicable   Managers Signature :                     Date:

	Insurance Checked
	YES  /  Not applicable   Managers Signature :                     Date:

	Club Sport Aberdeen Certification Checked
	Level 1 / Level 2 / Not applicable Delete as appropriate
Managers Signature :                                            Date:

	

	
	Applicable Price Band (tick appropriate box)

	Customer Category 
	Standard
	Concession (A2L or Student)
	Club Sport Aberdeen Level 1
	Club Sport Aberdeen Level 2
	Community Commercial
(2 x standard)
	Commercial
(3 x standard)

	Adult
	
	
	
	
	
	

	Junior
	
	
	
	
	
	

	

	Costing Calculations (incl details/reasons for any discounts being applied or additional costs e.g. additional staffing)
To be completed in the section below or recorded electronically as a note in the LMIS management booking.

	





Conditions of Application and Hire


1. Application and Processing Timeline

a) Sport Aberdeen programme/allocate bookings on an annual basis (Booking year - April to March) as per the timeline and priority of access policy below.

Timeline
· 1st December Applications open for the next booking year. (April to March).

· 31st January closing date for the first phase of applications.

· From 1st February to 28th February first phase applications considered and processed in line with our priorities of access policy.

· From 28th February onwards all applications received since 1st February onwards (second phase) considered and processed on a “first come first served basis”

Priorities of Access Policy

[bookmark: _Hlk524701262]1st - Category A - Clubs with “Club Sport Aberdeen” level 2 registration

2nd - Category B - Clubs with “Club Sport Aberdeen” level 1 registration

3rd - Category C – Groups with current bookings applying to renew/extend

4th - Category D - All other clubs/groups/organisations

b) Application for the use of accommodation in Sports venues must be made on the appropriate application form at least 21 days in advance of proposed event. 

c) Applicants will be advised in writing by post or e-mail whether their application is successful or unsuccessful.  Applications confirmed as successful will be considered to be firm bookings and the relevant payment will be due whether the booking is used or not unless written notice of cancellation is received by the venue at least 7 days in advance of the booking.

d) It should be noted that applicants will be required to demonstrate eligibility for any concessionary rates.

e) All event/equipment set up/dismantle time required will be included within the allocated booking and included in the hire charge.




2. Charges and Payment 
a) Hire fees will be invoiced monthly in advance and are payable in advance of the booking date or within 30 days of the invoice date whichever is the earliest.
b) If invoices have been issued and there are subsequent changes to a hirers eligibility to concessionary/discount rate, the new rate will be applied from the next invoice date i.e. no retrospective changes will be applied.

	Charging Criteria

	Customer Category 
	Standard
	Concession (A2L or Fulltime Students)
	*Club Sport Aberdeen Members Level 1 
	*Club Sport Aberdeen  Members Level 2
	** Community Commercial
(2 x standard)
	*** Commercial
(3 x standard)

	Adult (aged16yrs +)
	Full Adult charge
	½ of Adult charge
	10% discount off full adult charge
	20% discount off full adult charge
	2 X full adult charge
	3 X full adult charge

	Junior (aged under 16yrs)
	Full Junior charge
	½ of Junior charge
	10% discount off full junior charge
	20% discount off full junior charge
	2 X full junior charge
	3 X full junior charge



* Club Sport Aberdeen - for further information go to https://www.clubsportaberdeen.org

** Community Commercial Category applies to groups or individuals which may be profit-making, or in the case of self-employed people where an income is made, but where the service provided is deemed to be in line with Sport Aberdeen’s objective “To maximise social, educational, health and economic benefits of sport and physical activity in Aberdeen.”

*** Commercial Organisation – businesses.

3. Health and Safety
a) Before a booking is offered the applicant must give sufficient information about their activity to ensure that the activity is suitable for the proposed venue.

b) If the hirer is providing a coaching, teaching or instruction service then copies of relevant qualifications and personal indemnity and public liability insurance must be provided. These must meet the requirements of relevant governing bodies for the activity.

NB We do not accept bookings for the delivery of swimming lessons or commercial fitness classes.

c) All hirers must confirm that they comply with Protection of Vulnerable Groups legislation.

d) Persons hiring accommodation will be responsible for the activities undertaken with respect to health and safety upon the premises. This includes the provision of adequate supervision and the relaying and implementation of those emergency procedures to and by their group while on the premises. It is the responsibility of the hirer to ensure that, the ratio of participants in any activity to leaders / carers meet any current guidelines covering that activity. 

e) Groups must be met at the establishment entrance by the group leader and accompanied to the relevant leased area. 

f) In order for us to maintain accurate records of venue usage it is vital that on the day of your booking all members of your group report to reception on arrival.

g) The group leader is responsible for ensuring that group members access only those areas included in the hire.

h) Detailed information and guidance on local arrangements will be available from the Venue manager coupled with the provision of in-situ relevant notices and signage.



4. Equipment & Facilities
a) All electrical equipment brought onto and used upon the premises by bookings must have a valid PAT test date, and must be suitable for the environment within which it is to be used.

b) No electrical equipment is permitted on poolside unless specifically designed for use in wet areas and is suitably protected against water ingress. 

c) Equipment provided for bookings includes only furniture such as tables, chairs and sporting equipment such as goals, stands lane-ropes etc. Items such as balls (must be suitable for indoor use), rackets etc. must be provided by the hirer.

d) Use of Sport Aberdeen equipment is authorised on the basis that only competent and authorised persons are allowed to use it. Charges will be incurred for the replacement or repair or of any equipment, fixtures, fittings or building fabric due to misuse. Sport Aberdeen reserves the right to withdraw permission to use any equipment should reports be received that due care is not being exercised by the organisation concerned.

e) All provided equipment must be used for the purpose for which it has been designed. All defects or damage must be reported immediately in line with the local reporting procedures.

f) Unauthorised use or misuse of equipment may result in the termination of the booking.

g) The use of sports halls/gyms/studios for the following purposes will be granted only on conditions stated below:

· For sporting/exercise activities non-marking sports footwear must be worn.
· For dancing light shoes only will be worn and no slipperine or any other substance will be applied to the floor.
· For meetings or other activities where outdoor shoes will be worn. Floors will be adequately protected from damage. The hirer must ensure that suitable footwear is worn at all times
· Only water from non-spill containers may be consumed in these areas.

h) It shall be within the discretion of Sport Aberdeen 
· to transfer bookings from one establishment to another if, circumstances should justify this, and subject to appropriate notice of the proposed change being given to the hirer
· to refuse occupancy or to terminate any booking without notice, and without assigning any reasons, in any case where, such action is deemed necessary.
· Sport Aberdeen reserve the right of entry to it’s premises at all times for their employees or representatives.

i) No smoking is permitted in sports venues or grounds.
j) Customers are not permitted to bring alcohol into sports venues or grounds.



5. PRIVACY POLICY 
a) Personal information submitted to Sport Aberdeen through the hire application form will be used for the purposes specified in our privacy policy. The full policy can be viewed at any time online at www.sportaberdeen.co.uk/privacy-policy or is available on request. 
b) The data controller responsible in respect of the information collected on the hire application form is Sport Aberdeen.
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