Assembly Events Terms and Conditions
Terms and Conditions
The following terms and conditions have been developed for the use of the event areas across the Assembly estate. Permission for the use of these areas is granted based on compliance with these terms and conditions.

Failure to comply with these terms and conditions may result in refusal to hold future events, exhibitions and meetings on the Assembly estate.

All accommodation is made available free of charge and must not be used for financial gain, this includes fundraising of any kind. No charge should be levied for events/exhibitions or meetings held on the Assembly estate.

The application and interpretation of rules set out in this document and the attached annexes must, initially, rest on the good sense of the individual event organiser. In normal circumstances this is a matter for the Events Team but ultimately the Assembly commission will be responsible for enforcement and interpretation of the guidance. Breaches will be a matter for the Llywydd.

1. Definitions

In these conditions: “We” means the National Assembly for Wales, and “us” and “our” are also used in relation to the National Assembly for Wales.

“You” means the person (whether a natural person or a legal person) that has applied to host an event on the National Assembly for Wales estate, and “your” is also used in relation to that person.

“Event” means the event referred to in the event enquiry form.

“Guidance” means the guidance contained within the documentation sent to the organiser.
2.  Space Allocated

Please note that the buildings on the Assembly estate are primarily for the public.  You should ensure that your event/exhibition doesn’t impinge on their use.

Keep fire exits clear - in respect of health and safety you have a duty of care to yourselves and to other occupants whilst in the Senedd.

Do not move any furniture in your allocated room.

3.  Health and Safety
Event organisers are responsible for carrying out a health and safety assessment of their exhibition panels and displays and the Assembly reserves the right to remove any display that is deemed to pose a health and safety risk.

There must be no trailing cables – all cables must be secured and/or taped to the floor.

If your exhibition is heavy or if you need help to bring it into the building, you must advise the events team beforehand. The Assembly has a small team of porters who are available to help, with prior arrangement.  For porters to assist, all materials must comply with health and safety guidelines for safe lifting practices. 
4. Sponsorship of event

Your event has been sponsored by an Assembly Member (AM) and must continue to be sponsored by an AM. In the event that the existing sponsorship is withdrawn or that the sponsoring AM ceases to be a Member for any reason, and in the event that alternative sponsorship is not secured within a reasonable period, we reserve the right to cancel the event.
5. Financial gain, fundraising and branding

No individual or organisation may profit financially, directly or indirectly, from hosting an event on the National Assembly for Wales estate. We reserve the right to cancel the event if we discover that it is being organised or promoted in a manner calculated to achieve financial gain.

You must comply with the directions as to branding set out in the guidance. We reserve the right to remove from view any branding material not approved in advance of the event.

6. Preparation for, and conduct at event

You must provide us with a list of the names of the guests and other participants attending the event no later than 5pm on the Thursday of the week prior to your event.

A revised list of the names of guests and other participants may be submitted no later than 48 hours before the scheduled start of the event.

It is your responsibility to ensure that all guests are provided, in advance of the event, with all necessary information and directions, as specified in the guidance, and as otherwise agreed. We reserve the right to refuse admission to late arrivals.

You and all persons assisting or representing you in any capacity at the event must at all times comply with the directions contained in the Guidance as to the conduct of the event and must comply with any reasonable request received from our officers or staff. We reserve the right to remove any guest or other participant who fails to comply with the code of behaviour detailed in the guidance.

Live performances of any type or performances of recorded music will only be permitted when agreed in advance.

7. Cancellation

Assembly business takes precedence over all event bookings and we reserve the right to relocate, postpone or cancel the event without prior notice when necessitated by Assembly business. The relocation, postponement or cancellation of the event in these circumstances is not a breach of contract and no damages are payable.

8. Amendments

Subject to any alterations necessitated by Assembly business, the facilities we provide for the event will be as specified in the Site Visit. We may at our sole discretion agree to amend minor details of the event but will under no circumstances agree to such an amendment unless you have provided us with the minimum period of notice in accordance with the following schedule:

Major amendments — 10 clear working days
Major amendments are classified as:

• changes to equipment and services that use external contractors and/or will require significant Assembly staff input;
• an increase or decrease in numbers that will necessitate the relocation of the event to another room or area;
• major changes to the timing of the event that may affect the working of the Assembly or the schedule of your AM sponsor or guest parliamentary speaker.

Medium scale amendments — 7 clear working days
Medium scale amendments are classified as:

• changes to equipment or services that are provided by the Assembly or on-site contractors;
• adjustments to agreed room layout;
• minor adjustments to the programme of your event that don’t affect the start and end times but that may affect the delivery of hospitality and other services during the event itself.
Minor amendments — on the day
Minor amendments are classified as:

• slight changes to room layout and services.
9. Insurance and indemnification
Your organisation shall be liable for and shall indemnify the National Assembly for Wales against all claims, proceedings, costs and expenses arising from or in connection with the use of the premises of the National Assembly, except to the extent that they are shown to have been caused by the negligence of the National Assembly or its employee.  The National Assembly will not settle or compromise any such claims or proceedings without the written consent of your organisation, which consent shall not be unreasonably withheld.
Without prejudice to your organisation’s obligation to indemnify the National Assembly for Wales in terms set out above , your organisation shall take out and maintain insurance in respect of claims arising from liability set out in the above paragraph.
In completing and returning to the National Assembly for Wales a copy of these terms and conditions, you are stating that your organisation maintain an insurance in the terms of the above requirement.
Yours faithfully

For and on behalf of the National Assembly for Wales

ACCEPTANCE

On behalf of …………………………………….I hereby accept the foregoing offer on the terms and conditions set out therein and acknowledge that the contract hereby constituted falls to be read in conjunction with the Guidance.

Signed ……………………………………………………………………………….

(Authorised signatory for and on behalf of the Event Organiser)

Name of authorised signatory (please print) ………………………………………….

Date…………………………….

