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APPLICATION TO HIRE FACILITIES FOR SPECIAL EVENT USE
	Name of Organisation/Hirer:
	

	Contact Name:
	

	Address of Organisation/Hirer:
	

	
	                                           Post Code

	Email:
	

	Telephone:


	Business:                                              Mobile:

	Event Details:

Enter FULL description of the event to take place
Include (if applicable) artists, doors open, ticket costs & sales arrangements
	

	
	

	
	

	
	

	Date(s) of Hire


	Date:



	Time(s) of Hire


	Booking Start Time:


	Booking Finish Time:


	Expected numbers:


	Participants:
	Spectators:
	Officials:

	Detail area of facility required:


	      MINOR HALL (500)                              CONFERENCE ROOM (40)
        
        FULL MAJOR HALL (1200)                 ACTIVITY ROOM (upper) (60)

        HALF MAJOR HALL 

      STUDIO (60)                                        ACTIVITY ROOM (lower) (60)
OUTDOOR


        RUNNING TRACK                               4G PITCH  (1/3  2/3  or FULL)*

        OUTDOOR CHANGING M / F*             

OTHER (specify):  

	Equipment Required:
	      BLEACHERS / SEATING                      STAGING UNITS

        

        MUSIC SYSTEM                                  P.A. SYSTEM


      TABLES/CHAIRS                                 PROJECTOR / SCREEN


      FLIP CHART / STATIONERY              ELECTRICAL EQUIPMENT (leads etc.)

 

        SPORTS EQUIPMENT

OTHER (specify):

	Owner Supplied Equipment:

Your own supplied equipment will be inspected and certified fit for use by our designated officer(s).  Omgh Leisure Complex reserves the right to refuse the use of unsafe equipment.  
	Please give details of any equipment you wish to provide for this event:



	
	

	
	

	
	

	
	Inspected by:                                               Date of Inspection:

	
	

	Insurance
All organisations and or Clubs are required to provide Public Liability Insurance (minimum £5m) and, if applicable, Employers Liability (minimum £10m) Insurance.  


	Individuals may be covered on the Council’s insurance policy for public liability – please check.
Organisations and Clubs etc. will need to have at least £5million public liability insurance cover and will need to produce evidence of this. 


	
	Have you attached a copy of your current insurance policy:

YES / NO
I confirm that I have read the Terms & Conditions associated with hire.

	Staffing & Stewards
	No. provided by Hirer: 
No. required from Omagh Leisure Complex:


	Broadcasting Permission
	YES/NO*


	Floorplan/Event Layout
	Have you provided a floorplan/event layout   YES/NO*


	Race Permit (Outdoor)
	Have you provided a Race Permit   YES/NO*


	Child/Vulnerable Adult Safeguarding
	Copy of own Child/Vulnerable Adult Safeguarding Policy attached (mandatory for all events where U18s/Vulnerable Adults will be present)   YES/NO*
If no policy is in place you must agree to abide by FODC Child/Vulnerable Adult Safeguarding Policy by signing below
*Sign:

	PAYMENT:
	Pay full amount on arrival*   /  Please send me a VAT invoice*
INCLUDE P.O. NUMBER:……………………………….
*delete as appropriate & see T & Cs for payment

	SPECIAL ASSISTANCE:
	In the event of an emergency evacuation, do you or anyone in your party require special assistance?  YES / NO

If yes, please inform reception on your arrival and detail below:



	Any other details or special requirements:
	


* DELETE AS APPROPRIATE
Hire Fees and Security Deposit (cash or cheque made payable to Fermanagh & Omagh District Council) 
General Public/Commercial Use (pending availability) 

Commercial
Non Commercial

• Minor Hall (per hour) 
 £51.50 op hrs               £36.05 

 £77.25 non op hrs
• Major Hall (per hour) 
 £103 op hrs     
        £77.25 

 £154.50 non op hrs      
• Studio (per hour)  
 £24

       £16.00

(£120 per 8 hr day Commercial / £80 per 8 hr day Non-commercial)
• Conference Room, including equipment (per hour)  
 £30

       £20.00
(£120 per 8 hr day Commercial / £80 per 8 hr day Non-Commercial)

• Activity Room Upper (per hour)  
 £24

       £16.00
(£96 per 8 hr day Commercial / £64 per 8 hr day Non- Commercial)

• Activity Room Lower (per hour)  
 £15

       £10.00
(£60 per 8 hr day Commercial / £40 per 8 hr day Non-Commercial)

OUTDOOR

• Track (per hour)  
 £35 (no lights)
£25 (no lights)


 £50 (with lights)
£35 (with lights)
• 1/3 4G Pitch (per hour)  
 --       

£32.95/£38.10 (Ad)


 --

• Full 4G Pitch (per hour)  
 --
     
£56.65/£66.95 (Ad) 

• Outdoor Changing (per hour)  
 --

£10.30 Jr/ £15.45 Ad
• Security Deposit (refundable)  
 £100
All government/public bodies are required to provide a purchase order number before a booking will be confirmed.  Private groups & individuals will be required to provide a 50% deposit for all bookings greater than £200 for venue hire and in addition must provide a security deposit as outlined above.

We can also provide full catering facilities tailored to your specific requirements for your event.

Please contact the Dry-Side Operations Manager on 82246711 for more information and prices.

I confirm that I have read and agree to observe the Terms and Conditions of Hire as laid down by Fermanagh & Omagh District Council (attached).

Signed: ............................................................................... (applicant)  Date: ……………………………………..

Position: ……………………………………………………….
We would like to occasionally send you information on facilities and services.  If you wish to receive this information please tick this box  

If you agree to receive information but, at any time, decide you would like to stop receiving it, please contact the Sales and Membership Coordinator on 028 822 46711 or email lynette.beattie@fermanaghomagh.com
DATA PROTECTION

In accordance with the Data Protection Act (as amended from time to time), Fermanagh and Omagh District Council has a duty to protect any information we hold on you.  The information you provide on this form will only be used for the purpose of placing a reservation for services or facilities at Omagh Leisure Complex and will not be shared with any third party unless law or regulation compels such a disclosure.  For further information on how we hold your information, please visit the Privacy section at www.fermanaghomagh.com

Office Use:
	Allocated Officer for Event Coordination:


	

	Entered in Booking Sheet by:


	
	Date:

	Insurance Documents Verified by:


	
	Date:

	Cost Breakdown:

Facility: …………………………………………. 

……………………………………………………

…………………………………………………..

Provision of ………. Additional Staff
Deposit Amount (50%):

Security Deposit (£100)

Other (List)

Payment Method:

Name & Address to which invoice to be sent:

………………………………………………………

………………………………………………………

………………………………………………………

     Order Number Provided:


	£

……….Hrs @ £………. = 

………. Hrs @ £………. =

………. Hrs @ £………. =

………. Hrs @ £………. =

£…………………………
Full settlement on day / Credit*-
Subject to Council approval
……………………………………
	Date Paid:

	Booking Confirmed in Writing by:


	
	Date:

	Notes:




Full Terms and Conditions Attached
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Conditions of Booking/Hire of Facilities

The following conditions of booking/hire apply to the hire of facilities at Omagh Leisure Complex. Failure to adhere to these may lead to a suspension or cancellation of your booking.

1. Payment for one off bookings of facilities must be made in full not less than one week prior to the date of the booking/hire period. Payment for Group Block Bookings must also be made in advance or in accordance with individual agreements. We reserve the right to make a surcharge of 5% for failure to make payment in full and on time and withdraw future booking privileges.

2. Cancellation of part of or the whole booking must be made with a minimum of 28 days notice. The charges for the whole booking remain payable in full if the cancellation notice is less than 28 days. If the cancellation results from exceptional circumstances or a replacement hirer becomes available, discretion may be offered by the management of Omagh Leisure Complex.

3. The hiring organisation/group/individual is responsible to pay any costs arising from damage to property and equipment or any losses that may be sustained.  The hirer shall not make or suffer to be made any alterations to the Complex, its fixtures, fittings, apparatus, equipment or décor without the prior permission in writing of the Council or its appropriate officer.  Customer supplied products will be inspected by the appropriate officer and verified on the application form.

4.  The hirer shall not place or permit to be placed any obstruction, whether permanent or temporary, in the passages within the public rooms, on the several stairways leading thereto, or so as to obstruct any emergency exit routes or fire assembly points.

5. Hirers are responsible for the behaviour of persons attending their activities. All breakages or damage to the fabric of the facilities or buildings within Omagh Leisure Complex will be charged for.

6. Omagh Leisure Complex Management reserves the right to refuse a booking which is contrary to the Complex’s ethos, Health and Safety Policy, Normal Operational Procedures and/or Emergency Procedures.

7.  Additional fees may be charged by Fermanagh & Omagh District Council in respect of necessary staffing costs incurred by nature of the event.

8.  All posters and publicity material shall be subject to the approval of the management.  

9.  Cameras may only be used in the facility with permission of the appropriate officer. Mobile phones are not permitted in changing or pool areas. A photography policy is available by request at reception.

10. No Hirer shall grant sound or television broadcasting or filming rights without the prior consent of the management.  If such consent is given, the Council reserves the right, through its appropriate officer to be a party to any negotiations and to the terms and conditions of any agreement reached and to share any income and publicity derived therein.

11.  No literary, dramatic or musical work which is the subject of copyright shall be performed in the Complex on the occasion of any letting unless a licence from the appropriate licensing authority of copyright owner has been first obtained by the Hirer, said licence to be produced to the Council before the performance thereof and no gramophone record which is the subject of copyright or of control by any appropriate authority shall be performed in the Complex on the occasion of any letting unless a licence from such Authority has been first obtained by the Hirer and produced to the Council.

12.  Compliance with FODC Adult and Child Safeguarding Policy is mandatory or a copy of hirer’s Child/Vulnerable Adult Safeguarding Policy is required for all events where U18s or vulnerable adults will be present.
13.  Compliance with Omagh Leisure Complex Child Admittance to Swimming Pools Policy must be observed.  In summary:   

· A child under the age of 8 years must be directly supervised in the swimming pools by his/her parent or responsible person (aged over 16 years)

· No more than two children aged 4 to 7 may be supervised by one parent or responsible person (aged 16 years or over)

· Children under 4 years must be supervised by a parent or responsible person (aged 16 or over) on a one to one basis.
14.  Games of chance, sweepstakes, lotteries or any betting may not be conducted in the complex without the prior consent of the Council.

15. The hirer/s during the period of the hiring shall be responsible for supervision of the premises and the behaviour of all persons using the premises whatever their capacity, particularly behaviour relating to safety. Management/staff instructions must be obeyed at all times.  Persons not adhering to management/staff instructions may be asked to vacate the facility and in exceptional circumstances, the premises. The Hirer must report all accidents involving injury to their members to the Senior Leisure Attendant and complete and sign an accident report form.  Omagh Leisure Complex will not be responsible for any claims, actions or demands arising out of the negligence of the hirer/s. All users of the facility are responsible for their own First Aid provision.

16. Omagh Leisure Complex is insured against any claims arising out of its own negligence.

17. Car parking is provided for users of the facility however the management of Omagh Leisure Complex cannot accept responsibility for any loss or damage to vehicles whilst in the car park. Such vehicles are left entirely at the owner’s risk

18. Under NO circumstances should alcoholic beverages be consumed anywhere on the premises, grounds or site

19. Omagh Leisure Complex operates a NO SMOKING policy. Smoking is strictly prohibited anywhere in the Swimming Pool or other buildings on site

20. Omagh Leisure Complex reserves the right to amend these conditions of booking at any time.

I hereby agree to the above terms and conditions

Signed …………………………………………………………………………………………………………………………             Date:  ……………………………………………….................................

Office Held/Capacity ……………………………………………………………………………………………………

Name of Event:  ………………………………………………………………………………………………………….
Date of Event:  ………………………………………………………………..
Issue: May 2018
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