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· Please read the Terms and Conditions of Hire for Events before you complete this form, each section is cross-referenced to this application.
· Answer all relevant sections and provide copies of all required documentation or your application may be delayed.
· When completed, please return this form to: spacehire@derby.gov.uk 
	General information



	1.
	Name of event and brief details (age suitability etc.)

	

	2.
	Site Required

	

	3.
	Date(s) Required

	From: 

	To: 

	3a.
	If your event is on-going with multiple dates please can you complete the    additional attachment called Application for On-Going Bookings.


	4.
	Start time of event:
	
	End time of event:
	

	5.
	If the space is required outside these times for setting up and clearing away.


	
	Please give details: 


	6a.
	How many people do you expect to attend the whole event?
	

	6b.
	A maximum at any one time:


	

	6c.
	Is this a ticketed event?



	
	Please mark with an X: 


	Yes:
	
	No:
	
	

	6d. 
	If Yes would you like to use Derby LIVE’s ticketing services?



	
	Please mark with an X: 


	Yes:
	
	No:
	
	

	7a.
	Is the event…Please mark with an X:


	
	Commercial
	
	Charity/
Fundraising
	
	Private/club
	
	Public event
	

	7b.
	If the event has been organised previously in Derby, please can you confirm the total amount donated to the identified charity on the most recent occasion the event was held. This will help us with the marketing of the event and with applying the correct charges for the event.


	
	Please give details: 



	8.
	You must send a prepared site plan with your application.  Please detail all the areas which you intend to use on the site, including attractions and activities at the event. See section 32 of Terms and Conditions.


	
	Please give details: 


	Selling things – see section 10 of Terms and Conditions



	9.
	How many charity/fundraising stalls will be there?


	

	10.
	How many commercial stalls will be there?


	

	11.
	Please list goods to be sold.


	
	Please give details: 


	Catering – see sections 13 and 14 of Terms and Conditions and Appendix 3



	12.
	Do you wish to sell food/drink? 



	
	Please mark with an X: 


	Yes:
	
	 No:
	
	

	13.
	If yes, please detail refreshments to be sold. If your caterers are using LPG (bottled gas) please send copies of certificates, one month in advance of the event.


	
	Please give details: 


	14.
	Do you wish to apply to the Council for a T.E.N. (Temporary Event Notice) – permission to sell alcohol?


	
	Please mark with an X: 


	Yes:
	
	 No:
	
	

	15.
	If yes, please state bar opening and closing times.



	
	Bar to open at:


	
	and close at:

	

	Car Parking – see section 18 of Terms and Conditions:



	16a.
	Please provide details of car parking facilities available for people attending the event?


	
	Please give details: 


	16b.
	Please provide information on any road closures which need to be applied for?


	
	Please give details: 


	Stewards – see section 15 of Terms and Conditions 



	17.
	How many stewards will there be at the event and what will be their assigned duties?


	
	Please give details: 


	Public address equipment – see sections 8, 21 & 37 of Terms & Conditions



	18.
	Do you intend to play music at the event?



	
	Please mark with an X:

	Yes:
	
	No: 
	
	

	
	Please confirm what time you intend on beginning sound checks?


	

	
	Please confirm what time you intend on beginning stage announcements/music? 


	

	
	Please note any outdoor events with music (with either recorded music use and/or live music), on Council-controlled land (e.g. parks, city centres, etc.) will need to contact PPL PRS Ltd direct and apply for a licence via the online notification process at www.PPLPRS.co.uk Proof of all licences must be provided to Derby City Council by e mailing spacehire@derby.gov.uk at the very latest 6 weeks prior to the event date.



	Additional Information – see sections 22, 23 and 24 of Terms and Conditions



	19.
	Will there be any of these items at the event?


	
	Please mark with an X:

	
	Fairground Rides / 

Amusement Devices
	Yes
	
	No
	
	

	
	Stages *

	Yes
	
	No
	
	

	
	Towers or Structures *

	Yes
	
	No
	
	

	
	Temporary seating *

	Yes
	
	No
	
	

	
	Electrics / Generators


	Yes
	
	No
	
	

	
	Marquees *

	Yes
	
	No
	
	

	
	Gazebos


	Yes
	
	No
	
	

	
	Inflatables


	Yes
	
	No
	
	

	
	LPG (bottled gas)


	Yes
	
	No
	
	

	
	Fireworks / Pyrotechnis


	Yes
	
	No
	
	

	
	If you have answered yes to any of the above items with a * you will need to complete a Construction Design and Management (CDM) phase plan. 

Please see appendix 1 and point 44 on the Terms and Conditions and contact spacehire@derby.gov.uk for more information.


	20.
	If you have answered yes to any items in questions 19?



	
	Please give details: 



	Sports facilities – if applicable at site required



	21.
	Do you wish to use the Council’s sports or changing facilities?


	
	Please mark with an X: 


	Yes:
	
	No:
	
	

	
	If yes, please give details: 


	22.
	Do you need any sports markings to be undertaken for the event on parks?



	
	Please mark with an X: 


	Yes:
	
	No:
	
	

	
	If yes, please give details: 


	23.
	Are you intending to use the public toilets (if available)?


	
	Please mark with an X:


	Yes:
	
	No:
	
	

	24.
	Do you intend to provide additional Portable Toilets?


	
	Please mark with an X:
	Yes:


	
	No:
	
	

	
	If yes, please give details below:


	
	a) Number of additional female flush toilets:


	
	

	
	b) Number of additional male flush toilets:

	
	

	
	c) Number of additional urinals: 

	
	

	
	d) Number of additional accessible toilets:

	
	

	Medical facilities – see section 16 of Terms and Conditions



	25.
	Please provide details of First Aid cover at the event:



	
	a) Number of paramedics:


	
	

	
	b) Number of trained first aiders:


	
	

	
	c) Number of First Aid posts:


	
	

	
	d) Number of ambulances:


	
	

	26.
	Which organisation will provide these facilities?



	
	Please give details: 


	Firefighting equipment – see section 17 of Terms and Conditions



	27.
	If you have food/market stalls at your event you will need to undertake a Fire Risk Assessment, these can be obtained from: Spacehire@derby.gov.uk 


	
	If yes, please give details: 


	Collecting and removing litter – see section 25 of Terms and Conditions



	28.
	Please give details of the arrangements to collect and remove litter from the space after the event. If your event has an expected audience of over 500 or has more than 3 caterers you will need to pay a £150 cleaning deposit in advance.


	
	If yes, please give details: 


	Animals – See section 26 of Terms and Conditions



	29.
	Do you intend to have animals as part of your event?



	
	If yes, please give details: 


	Insurance – See section 7 of Terms and Conditions



	30.
	The event must be covered by Public Liability Insurance.

Please give details below and provide evidence of cover of Public Liability Insurance, this must be sent a minimum of one month prior to your event taking place.



	
	Please give details: 


	Risk Assessments – See section 7 of Terms and Conditions



	31.
	Risk assessments must be carried out and recorded for all events.  The risk assessment must be event specific, signed and dated.  If the event is a public event, copies of the risk assessments must be sent to us a minimum of one month prior to your event taking place.



	
	Please give details: 


	Please complete this section if you anticipate the number of people attending to be more than 1,000/if we have instructed you to do so/ if the Derby Event Safety Advisory Group has instructed you to do so.  

Go to question 32 if this does not apply.



	
	Large events or complex events may be referred to the Derby Events Safety Advisory Group (DESAG)
Derby Events Safety Advisory Group (DESAG) is a sub group of the Derbyshire Local Resilience Forum. Its aim is to ensure that the risk to public safety is minimised at events, including those that take place on Derby City Council land. Events which DESAG considers the need to assess are due to their location, nature, complexity or size. Events which are over 1000 in attendance automatically are referred to the Safety Advisory Group and also events which are deemed to be more complex but attendance figures are lower than 1,000.


	32.
	Will radio communication be provided at the event?  



	
	Please mark with an X:
	Yes:
	
	No:


	
	

	
	If yes, state which staff/locations will have radios – see section 35 of Terms and Conditions



	
	Please give details: 


	33.
	If an Event Safety Control is required, where will it be?   

Please Indicate on event plan.  See section 35 of Terms and Conditions



	
	Please give details: 


	Additional Information or requests



	34.
	Please give any additional information you think relevant or list any additional requirements.



	
	Please give details: 


	Hirer’s details – see section 4 of Terms and Conditions



	35.
	Event organiser name:


	

	
	Deputy hirer:


	

	
	Deputy telephone:


	

	
	Organisation:


	

	
	Position:


	

	
	Address:


	

	
	Postcode:


	

	
	Email:


	

	
	Website address:

(link to event)
	

	
	Telephone:


	Home:
	
	Work:
	

	36.
	Your Signature



	
	I will ensure that the following documentation is attached / will be provided a minimum of one month prior to the event taking place.

Please mark with an X:

	
	Site Plan:


	
	

	
	Risk Assessment:


	
	

	
	Fire Risk Assessment:


	
	

	
	Event Plan (if appropriate):

	
	

	
	Copy of Public Liability Insurance:


	
	

	
	LPG (bottled gas):


	
	

	
	Inflatables Certificates:


	
	

	
	Fairground Certificates:


	
	

	
	Electric (PAT) / Generator Certificates:


	
	

	
	Staging / Structure Certificates:


	
	

	
	PRS Music licence (if applicable):


	
	

	
	Signed:

The Hirer


	
	Date
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All personal information provided will be treated in confidence and in accordance with the Data Protection Act 1998. It will be used for the purpose of managing and advertising your event.  Contact details will be shared with other organisations such as Emergency Planning, Fire Services, Environmental Services Noise Pollution and Food Safety teams and the Ambulance Service for the same purpose.

Please give explicit consent if you do not want this to happen.



	Event Promotion



	If you would like us to promote your event on our Leisure Events website www.derby.gov.uk/leisureevents , please fill out this section of the form.



	1.
	Name of your event:


	

	2.
	Date(s) of your event:


	

	3.
	Time(s) of your event:


	Start:
	
	End:
	

	4.
	Where is your event taking place:

 
	

	5.
	Estimated number of people attending:


	

	6.
	Is your event free of charge? 

Please mark with an X:


	Yes:
	
	No:
	

	7.
	If no, please tell us about the entry charges and any other charges which might apply, for example car parking:


	

	8.
	Please tell us the main features of your event – in fewer than 70 words:


	

	Contact details for more information – these will be displayed on our website.



	9.
	Organisation:


	

	10.
	Contact name (if applicable):


	

	11.
	Phone number:


	

	12.
	Email address:


	

	13.
	Event/organisation website:


	

	Would you like to be added to our Leisure Events database to receive information on up and coming events.   



	
	Please mark with an X:


	Yes:
	
	No:
	

	Thank you for completing the application form, please return to:

Email: Spacehire@derby.gov.uk  

Address: Spacehire



Derby LIVE



Guildhall Theatre



Market Place



Derby  






DE1 3AE
Please note our Web and Social Media pages:
www.inderby.org.uk/events/whats-on/            

www.derbylive.co.uk                    

https://twitter.com/derby_parks
https://www.facebook.com/DerbyParks/           

https://www.facebook.com/InDerby/
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Application to hold an event �on a Park or Public Open Space, including within the City Centre








