«EventTitle»
«SiteName»

«EventRefID»-   2010




[image: image2.png]*€DINBVRGH-*

THE CITY OF EDINBURGH COUNCIL




CU

SERVICES FOR COMMUNITIES

VENUE/FACILITY LETTING FORM

	Title of Event


	

	Facility requested


	

	Area within facility (if applic)
	

	Proposed date(s)
	Time(s):
	From               To

	
	(Please include set-up & 

clear–up time)
	

	Description of proposed event


	

	Anticipated number taking part
	


Personal details

	Mr, Mrs, Ms etc
	Forenames
	Surname

	
	
	


Contact details

	Number
	Street
	Town
	Postcode

	
	
	
	

	Tel no:
	
	Email:
	


Public Liability Insurance &  Risk Assessment

Please send copies of your public liability insurance cover and risk assessments for your event (please tick box)

	Public Liability Insurance
	Enclosed
	
	Not Enclosed
	

	Risk Assessment
	Enclosed
	
	Not Enclosed
	


Child protection:

Does your event involve children and/or young people?

YES (      NO (
If YES please complete Appendix I in order to satisfy the Council that all appropriate safeguards to protect children and young people are in place.  

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

(Hirer)

If you have any queries regarding the completion of this form, please contact:

Cathy Dignan
Tel  0131 529 7921  Fax 0131 529 6202
e-mail :  cathy.dignan@edinburgh.gov.uk

Once you have completed the form, and any relevant appendices, please return it/them as soon as possible to:

Mrs C Dignan
Services for Communities

Parks and Greenspace
C3

Waverley Court
4 East Market Street

Edinburgh, EH8 8BG
Please note that this form is for information only and is not to be regarded as forming part of a legally binding contract. Once you have returned this completed form to the Services for Communities Department at the address below, the contract for your signature will be forwarded to you if the venue you wish to hire can accept your booking.  

You may also be required to obtain a public entertainment licence for your event and should contact the Licensing Section, telephone 0131 529 4208, once permission has been granted for your event to take place.

VENUE/FACILITY BOOKING FORM

APPENDIX I

CHILD PROTECTION

All persons seeking to hire any Services for Communities facility for the purpose of running an event involving children or young people under the age of 18 must complete this form in order to satisfy the Council that all appropriate safeguards to protect children and young people are in place.  Please complete all sections applicable to you in Block Capitals and in ink.  Tick boxes where appropriate.  On completion this application form should be marked Private and Confidential and returned to: Mrs C Dignan, Parks and Greenspace, Services for Communities,  C3 Waverley Court, 4 East Market Street, Edinburgh, EH8 8BG
1. Personal Details:

	Mr Miss Ms etc.
	Forenames
	Surname (+ previous surname)

	
	
	


Full Postal Address and contact details

	No.
	Street
	Town
	Postcode
	Telephone Nos.

	
	
	
	
	

	Email address
	


2. Facility:

	Name of venue


	

	Specific Area within venue


	

	Purpose


	

	Date of hire 

 
	


3. Organisations:

3.1 Do you provide organised and supervised services or activities for children and/or young people under 18 years of age? (This may include activities such as sports training and competitions; drama rehearsals or performances; arts and crafts workshops etc).

YES
(  

NO 
(
3.1.1 If YES, do you know about the Protection of Children (Scotland) Act 2003?

YES
(  

NO
(
3.1.2 Do you know that you have a legal duty to ensure that anyone you recruit to a “child care position”, whether paid or unpaid, has not been placed on the Disqualified from Working with Children list?

YES
(  

NO
(
3.2 Have your leaders had Child Protection training?

YES   (

NO
(
3.3 Are you registered with CRBS, Disclosure Scotland or with a recognised Umbrella Body?

YES
(

NO
(
3.4 Have people recruited by you since 11 April 2005 into a “childcare position” under the terms of the Act (paid or unpaid) been vetted through Disclosure Scotland?

YES
(

NO
(
I certify that the above information is correct.

Signed__________________________________________  Date __________

Organisation ____________________________________________________

4. Individuals:

If you wish to hire a Council venue as an individual or sole operator/trader and not as a member of an organisation, please answer the questions below and sign and date the declaration following. 

Do you provide organised and supervised services or activities for children and/or young people under 18 years of age?  (This may include activities such as sports training and competitions; drama rehearsals or performances; arts and crafts workshops etc.)

YES
(

NO
 (
If YES,

Do you know about the Protection of Children (Scotland) Act 2003?

YES
(

NO
(
Declaration:

Having made all appropriate enquiries concerning whether I could register with an umbrella organisation who could obtain disclosures on me, I confirm that as a sole operator/trader I am unable to obtain an Enhanced Disclosure in terms of the Police Act 1997 and that I have no employees paid or otherwise, and therefore will not ask any other person to act on my behalf.  I also confirm that I am not listed in the Disqualified from Working with Children List established under the Protection of Children (Scotland) Act 2003 or in the equivalent lists kept for England, Wales or Northern Ireland.

Signed _____________________________________  Date ______________
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SERVICES FOR COMMUNITIES

APPENDIX II

Protection of Children (Scotland) Act 2003 - Further Information

Where can you get more information about the Protection of Children (Scotland) Act 2003?

The Central Registered Body Scotland (CRBS) 

Helpline 01786 849777  E-mail info@crbs.org.uk
YouthLink Scotland

Rosebery House, 9 Haymarket Terrace, Edinburgh, EH12 5EZ

Telephone 0131 313 2488  Fax 0131 313 6800  E-mail info@youthlink.co.uk
Disclosure Scotland

PO Box 250, Glasgow, G5 1YU

Helpline 0870 609 6006  E-mail info@disclosurescotland.co.uk
Information on sports governing bodies is available from:

Sportscotland

Caledonia House, South Gyle, Edinburgh, EH12 9DQ

Telephone: 0131 317 7200  Fax 0131 317 7202 

E-mail library@sportscotland.org.uk
The Scottish Executive's Guidance for Organisations can be found at 

www.scotland.gov.uk/library5/education/pcagfo.pdf

The Scottish Executive's Guidance to the Voluntary Sector on who needs to be checked against the Disqualified from Working with Children List is available at www.scotland.gov.uk/childprotection 
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