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September 2015
Our reference:
SMS
Dear Sir or Madam

GRAINGER MARKET EVENTS SPACE

Thank you for contacting us about the Grainger Market Events Space. I have attached some information which explains what you have to do when applying for the space, and an application form for you to complete a return.

If you have any questions about the events space or the application form, please call us on 0191 211 5512. 
Once we have looked at your application form we will contact you either by telephone or by letter to let you know if you have been successful.

Yours faithfully

Markets Support Officer

Markets Service
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General Information

· The Grainger Market is the Victorian covered market in the centre of Newcastle. Around 130,000 people visit the market every week.

· The event space is in the arcade end of the Grainger Market – please see the attached plan. 

· The available space measures 170sqm. The maximum height you can use is up to 10.7 metres or 35 feet. 

· The space is on one level and there is an electricity supply for you to use.

· The Grainger Market is easy to get to by car and by public transport.

When you can use the space

· The event space can be used from 9am to 5pm on Monday and Wednesday and from 9am to 5.30pm on Tuesday, Thursday, Friday and Saturday.

Costs 

· We have to licence you to use the events space.  

· If we accept your application, we will agree the cost of the licence with you. You will then have to pay this amount and sign a licence agreement before you can use the space. Once you have paid, this money cannot be refunded.

     Please do not send any money with your application form

Insurance

· You can only use the events space if you have Public Liability Insurance. You must have a minimum cover of £5,000,000.

· If your application is successful, you must give us a copy of your insurance policy which must show:

1. the type of cover you have

2.  the name of the company insuring you 

3.  the name of the policyholder 

4.  the policy number 

5.  the dates when the policy starts and ends 

6.  the amount you are covered for – known as the indemnity limit

Other rules you must follow when using the events space:

· The events space is inside the Grainger Market so you must keep noise levels low. This means that you must not make enough noise to annoy other traders or members of the public

· You are responsible for getting rid of your own rubbish

· If you need to bring an exhibition vehicle or trailer into the market you must check with us first. Some vehicles may not be allowed because of their size and weight

· You must obey all relevant laws including Trading Standards and Food Safety Regulations if these apply to your activity in the market

· The Grainger Market is a no smoking area

· We will consider many types of events and promotions in the market as long as they do not conflict with the traders already in the market

· You have to make your own arrangements for parking in the city centre.
National Fraud Initiative - Fair Processing Notices 

The Council has to make sure that the money we use is safe from fraud.  We may use the information you have provided on this form for the prevention and detection of fraud.  We can also share the information provided with other organisations responsible for auditing or administering public money for these purposes.

For further information, contact the Freedom of Information and Data Protection Officer at Newcastle City Council. Email him at dataprotection@newcastle.gov.uk .

The Council reserves the right in its absolute discretion to refuse any application, whether on the grounds of health and safety, public order, effective or appropriate use or operation of the Market or for any other reason it considers appropriate.
Please complete the attached application form if you would like to apply to use the events space.

 

Application form for the Grainger Market events space
Before completing this form you are advised to read carefully the general information attached to this application.  This application form should be submitted to:-

Property Portfolio and Markets Service
Newcastle City Council

Room 600, 6th Floor 2 Civic Centre

Newcastle upon Tyne

NE1 8QH 

FAO Markets Support Officer
	Applicant (in block capitals)
	Business Premises details

	Title ………………………………………………..

Surname ………………………………………….

Forename ………………………………………...

Middle Name ……………………………………..

Address …………………………………………...

……………………………………………………...

……………………………………………………...

……………………………………………………...

……………………………………………………...

Post code …………………………………………

Home telephone number ……………………….

Mobile telephone number ………………………

Email address ……………………………………

Date of birth ………………………………………

NI number ………………………………………...
	Business name …………………………………..

Premises name ………………………………….

Trading Address …………………………………

……………………………………………………..

……………………………………………………..

……………………………………………………..

……………………………………………………..

……………………………………………………..

Postcode ………………………………………….

business telephone number ……………………

fax number ……………………………………….

website address …………………………………

company registration number ………………….

VAT registration number ………………………..




	Insurance Details (minimum of £5m is required)



	Insurance company name ………………………………………………………………………………..

Policy number ……………………………………………………………………………………………...

Start date …………………………………………………………………………………………………...

Expiry date …………………………………………………………………………………………………




	Your right or others working at your stall/event’s right to work in the UK



	Are there any restrictions which might affect your right or others working on your stall/event’s right to work in the UK?

Yes / No 


	If yes please give details


	Please give details of the date(s) and times you wish to use the events space:



	


	Please write below how you want to use the events space. Include as much information as possible:-



	


	How many people will be working with you?



	


	What kind of display equipment do you want to use?



	


	Do you want to sell anything? 



	


	Do you need to bring anything else on to the site like a vehicle or trailer?



	


	Do you have any special needs for the set up or removal of equipment like loading or unloading of equipment out of hours, or leaving material overnight? 



	


	An electricity supply is available.  

Do you need electric?


	Yes / No 

If yes please give full details of all equipment you will be using please and explain what this is for:   ………………………………………………….

……………………………………………………….

……………………………………………………….

……………………………………………………….

……………………………………………………….




	Do you require any tables and/or chairs? If yes please specify how many tables and chairs you want. 



	


	Any additional information 



	


	How did you find out about the events space?



	


Applicant Statement

I agree that this transaction is subject to contract and that the Council reserves the right in its absolute discretion to refuse any application, whether on the grounds of health and safety, public order, effective or appropriate use or operation of the Market or for any other reason it considers appropriate.
I understand that, if this application is successful, it will be necessary to enter into and sign a Grainger Market events space licence agreement and that I will pay an agreed licence fee. 

I have read and understood the general information and comply with all requirements to use the events space.

I understand that my details will be passed on to environmental health and trading standards officers and they may raise issues which may affect my ability to attend the market.

I agree that the council has to make sure that the money we use is safe from fraud. I agree that the council may use the information I have provided on this form for the prevention and detection of fraud. I agree that the council can also share the information provided with other organisations responsible for auditing or administering public money for these purposes.

Signed ……………………………………………………………………….
Print Name …………………………………………………………………
Date …………………………………………………………………………


The person dealing with this matter is:


Markets Support Officer


Property Portfolio and Markets Service


Newcastle City Council


Room 600,6th Floor, Civic Centre


Newcastle upon Tyne, NE1 8QH





Phone: 0191 2115512


Email: markets@newcastle.gov.uk


www.newcastle.gov.uk









