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Accessibility
· the National Assembly for Wales (the Assembly) estate is fully wheelchair accessible. The Assembly also provides a free wheelchair loan service for visitors. (N.B. we have a limited supply of wheelchairs and they should be booked in advance);
· to book these services please contact your Events Officer; 
· induction loop systems are available in several locations throughout the public areas in the Senedd and the Pierhead. 
Access to Your Room

· we aim to allow you access to your room a minimum of 30 minutes before the arrival of your guests however, depending upon Assembly business, this time may vary;
· Assembly business always takes priority and the Assembly reserves the right to alter your time of access on the day if required;
· if the room in which your event is held is not returned in the condition it was in prior to the event, it will be noted against your booking and the Assembly reserves the right to refuse future bookings.
Arrival of Guests

· all guests should arrive at the public entrance to the front of the Senedd and the Pierhead. All guests coming to Tŷ Hywel should enter through the Tŷ Hywel entrance on the corner of the Pierhead and East Bute Street;
· guests should arrive in time to go through the security checks. Further details are provided in the Information for Guests document;
· please make your guests aware that registration for the event will open 30 minutes before the start of the event and will close 30 minutes after the start time. Guests arriving after this time may not be able to gain access to the building;
· if you are aware in advance of potential late arrivals, please notify the Events team who are managing your event and, where possible, arrangements will be made to accommodate this;
Assistance Dogs

· the Assembly welcomes visitors with all types of assistance dogs. Should one of your guests have an assistance dog, please advise us in advance and we will make sure water is available during the event.

Audiovisual Equipment 

· the Assembly is able to provide some audiovisual facilities for your event. Please note these services are subject to availability;
· please contact the booking line to book your audio visual equipment;
· facilities available at no cost include: laptop, data projector, video, television, DVD, plasma screen (Senedd only), flip chart, lectern and limited display boards (dimensions available upon request);
· organisers are responsible for the hire and support of any specialist equipment and furniture required for their event;
· please note this equipment may not be compatible with all computer software and devices. Please ensure that all presentations and DVDs have been sent to your Events Officer at least 5 working days prior to your event;
· the use of the PA system will be restricted for events hosted on business days;
Badges for Guests

· as a security requirement on arrival, all event guests will be issued with a generic event guest badge;
· should you wish to provide name badges for your guests, these must be worn in addition to those provided by the Assembly (as these form part of our security arrangements). You will not be able to distribute badges in the registration area. You can distribute name badges in the room where your event is taking place.

Branding

· organisations hosting events are permitted to use limited/appropriate branding within the area where the event is taking place;
· no branding is permitted in other areas of the building;
· organisations are not permitted to use the Assembly logo on invitations, programmes or on any materials relating to their event;
· corporate logos are permitted only if it is part of a sponsorship arrangement with a public organisation.  All other forms of commercial promotion are strictly prohibited;
· all branding must be approved by the relevant Assembly Officer managing your event prior to the event taking place.

Broadcasting Facilities

· we do not currently offer broadcasting facilities.  However, if you intend to podcast or webcast your event, please let us know and we will notify out IT department;
· event organisers should be aware that we sometimes have live television broadcasts from the Senedd; this may affect the timing of any proposed speeches.  We will let you know of any changes that need to be made to the programme of your events as soon as possible.

Capacities 

· the capacities of each of the event spaces are:
· Neuadd – 120 Max;
· Oriel – 120 Max;
· Neuadd + Oriel – 200 Max;
· Main Hall, Pierhead – 100 Max;
· Futures Gallery, Pierhead – 60 Max.
Cloakroom
· a cloakroom will be provided in the Senedd and the Pierhead if requested on the Event Enquiry Form. Unfortunately there is no cloakroom facility in Ty Hywel. 
Code of Behaviour for Public Events

· you should ensure that you read this document carefully. Hosting an event at the Assembly constitutes your acceptance of the terms contained in this document on behalf of yourself or your organisation, and your guests;
· attendees at events at the Assembly are expected to:
· enter and leave the building quietly;
· switch off mobile phones, pagers and other electronic devices;
· follow instructions given by Assembly Officers;
· not leave baggage and personal items unattended;
· wear security badges at all times;
· return the lanyards and badges before leaving;
· conduct themselves with consideration for the safety and comfort of other guests;
· eat and drink in designated areas only; and
· act responsibly and in a manner that is respectful to others, and not do anything that might bring the Assembly into disrepute.
Communication Support 

· as an event organiser, you are responsible for ensuring that your event is fully accessible. This could be by providing, if requested, a BSL interpreter or other communication support worker such as a lip speaker or note taker, to assist those who are deaf or hard of hearing to participate fully in the event;
· organisers must provide their own communication support services where required and should advise us of these arrangements.
Complaints 

In the first instance, complaints relating to events should be addressed to:

Events Team, External Communication, National Assembly for Wales, Cardiff Bay, Cardiff. CF99 1NA or by email to eventsteam@wales.gsi.gov.uk 
Costs for Events

· it is the responsibility of the host organisation to meet all costs in full for services contracted from the Assembly and its suppliers. We will advise you of these before your event;
· all invoices must be paid within the specified time frame;
· no individual or organisation may profit financially, directly or indirectly, from hosting an event at the Assembly. 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.

Delivery and Removal of Equipment

· there is no on-site parking available on the Assembly estate;
· arrangements can be made to deliver equipment to the loading bay via the vehicle entrance on Pierhead Street. You will be required to remove your vehicle and park it elsewhere after the delivery;
· you are required to remove all equipment at the end of your event;
· the Assembly cannot accept liability for loss or damage to possessions or equipment left unattended on the premises.

Disability Discrimination Act 1995

· the Disability Discrimination Act 1995 (the DDA) places a duty on the Assembly not to discriminate against disabled service users. In other words, we must not treat a disabled service user (e.g. a member of the public, a representative of an outside organisation, an attendee at an event etc.) less favourably than other people for a reason related to their disability. It also places a duty on the Assembly to make “reasonable adjustments” to provide disabled service users with full access to the information and services that we provide. In relation to events this means that the Assembly, as a service provider, is responsible for ensuring that the building is accessible both to you as an event organiser and to those attending your event. This accessibility includes making sure that facilities used for events such as meeting rooms, the restaurant and toilet facilities are all accessible;
· as an event organiser, you also have responsibilities under the DDA. This could include things such as providing information in alternative formats or providing some form of assistance at the event. We require you to ask your guests in advance of the event whether any access arrangements or adjustments need to be put in place and to communicate any such requirements to your Event Officer if not already included in your booking form There are certain types of adjustment which require several days notice and cannot be made on the day of the event. This will enable your invited guests to fully access and participate in the event. 
Documentation

· As an event host, it is your responsibility to ensure that the documentation used for your event is accessible and DDA compliant. Some things to consider in ensuring that your documentation is as accessible as possible are:

· use a simple and uncluttered layout for all documents;
· use clear Lucida Sans font and you should never use a font smaller than l2pt;
· use plain English/Welsh and avoid the use of jargon and unexplained abbreviations wherever possible;
· avoid using block capitals wherever possible;
· use italics sparingly; and
· consider using illustrations or symbols in publications wherever appropriate. Always use high contrast colour schemes.
· Some other issues you should also bear in mind are:

· when providing someone with contact details, for example in response to an invitation to an event, you should always provide as many methods of contacting you, or the relevant person, as possible (e.g. text phone, phone, email, letter etc);
· when writing to someone or emailing someone about an event, always ask whether those attending will have any specific requirements to help them fully access the event; and
· at events where food is provided, you should ask a question about dietary requirements. It is worth noting that it is normally good practice to ensure that half of the food options provided are vegetarian, irrespective of the responses to this question.
Electrical equipment
· Please ensure that all electrical appliances brought in externally for events are PAT tested beforehand. We reserve the right to require evidence at our discretion.
Enquiries

· all enquiries and correspondence relating to your event should be addressed to: eventsteam@wales.gsi.gov.uk  
· this will ensure that your enquiry is dealt with promptly and that urgent emails are read even if your assigned Events Officer is unavailable;
· we aim to respond to all enquiries within five working days;
Entrance and Egress for Guests

· all event guests should enter and leave their building via the main entrance of Tŷ Hywel, the Senedd or the Pierhead;
· it is essential that you give us accurate guest arrival and departure times so that we can ensure that security staff are available. You will be asked to confirm these times on the events programme.

Equalities Statement

· The Assembly Commission provides resources, property and staff to enable the National Assembly for Wales to function as a democratic institution. 
Our vision is to be a leading organisation in our commitment to promoting equality, valuing diversity and respecting human rights in our capacity as an employer and as an organisation that provides support for Assembly Members (AM) and interacts with the public.

We believe that equality of opportunity for all is a basic human right and actively oppose all forms of unlawful and unfair discrimination. 

We strive to create an accessible and effective parliamentary body, which engages with and respects all of the people of Wales. This policy is linked to our Purpose and Strategic Goals, Equality Scheme and our employment policies.
· The Assembly applies these principles to all its staff, users and visitors.
Event Programme
· Please provide us with an event programme seven working days prior to your event;

· the content of events must not contravene the National Assembly’s Equal Opportunities Policy or conflict with any legislation including bylaws;

· events must not be booked solely for the purpose of promoting the work of any political party;
Changes to event programmes

Once the event programme has been signed off we will accept changes in line with the schedule below. This schedule will apply to all services provided by the Assembly and its contractors:
Major amendments - Notice required: 10 clear working days
Major amendments are classified as:

1. Changes to equipment and services that use external contractors or will require significant Assembly staff input.
2. An increase or decrease in numbers that will necessitate the relocation of the event to another event space or area.

3. 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 speaker.
Medium scale amendments - Notice required: 7 clear working days

Medium scale amendments are classified as:

1. Changes to equipment and services that are provided by the Assembly or on site contractors.
2. Adjustments to agreed room layout.
3. Minor adjustments to the programme for your event that do not affect the start and end times of your event but that may affect the delivery of hospitality and other services during the event itself.

Minor amendments - Notice required: on the day

Minor amendments are classified as:

1. Slight changes to room layout and services.

Evaluation
· We want to ensure that events held at the Assembly are a success. To do this, we continually monitor and evaluate events to ensure that objectives are achieved and that best practice is maintained. Within the pack of papers provided by the Events Team you will find an Evaluation Form. Please complete this form within five days of your event taking place and return it by email to: eventsteam@wales.gsi.gov.uk
Event Officers

· Assembly Event Officers are usually available to assist guests attending evening events on business days;

· the role of the Event Officer is to:

1. assist with the escorting of guests through the building;

2. ensure the health and safety of guests during the event and in the event of an evacuation;

3. remain with the guests for the duration of the event.
Event Spaces

· the Senedd is a public building and spaces cannot be specifically cordoned off for events during public access times (unless for Health and Safety reasons);
Exhibitions
· exhibitors displaying works of art are not permitted to display the price of their work;

· exhibitors should not erect their exhibition or test any audiovisual equipment in the Senedd when the Assembly is sitting.  Please contact your Event Officer to discuss the best set up times;
· when organising an exhibition the curators must provide their own technicians to hang and take down the artwork

Food consumption

· food consumption is never permitted in the Neuadd during Assembly business.
Fund raising 

· no individual or organisation may profit financially, directly or indirectly, from hosting an event on the Assembly 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;

· events and meetings must not contain advertising or commercial interest material or material that is likely to give offence; nor must they contain material intended to further the aims of any political party or group;

· the event spaces on the estate may be used to launch reports and books but no monetary transaction may take place.
Guest Lists

· you must provide us with a guest list no later than the Thursday of the week prior to your event;
· final/amended guest lists should be received by the Assembly no later than 48 hours before the event;
· if there are amendments to your guest list please do not send single names but re-send the complete guest list with any amendments included.

Health and Safety

· ensuring the safety and comfort of all visitors is essential. Health and Safety procedures cannot be comprised to accommodate events;
· fire and evacuation procedure are included in the Information for Guests document, please ensure you circulate this to all of your guests. In the event that a fire or some other emergency situation is reported in the building, staff and guests will be informed of the action to take by voice alarm messages;
· information in relation to any guest who will require specific assistance in evacuating the building should be sent to the Events Officer in advance of the event;
· Assembly officers are responsible for the evacuation of all guests and visitors;
· should an evacuation be necessary during an event, a decision will be made as to whether or not the event can continue on re-entry to the building;
· 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 by prior arrangement.  For porter assistance, all event materials must comply with health and safety guidelines relating to safe lifting practices (e.g. withing recommended weight, size and shape restrictions).
Hospitality 

· for all of your catering requirements please contact our in house caterers, Charlton House on (029) 20 898077 or by email on catering.cardiffbay@wales.gsi.gov.uk 
Minimum notification required for catering bookings
· we require an initial notification of your catering requirements as soon as possible after you have received confirmation that your event will be going ahead;
· we require final confirmation of your requirements no later than 14 days prior to your event;
· we will accept alterations to your guest numbers no later than seven days prior to your event;
· please ensure you have sent a copy of your catering order form to your Events Officer.
Induction loops and Infra-red systems

· induction loop systems are available in several locations throughout the public areas in the Senedd and the Pierhead.
Information for Guests

· the Information for Guests document contains details of how to get to the Assembly, transport and parking facilities and tells your guests what to expect when they arrive;
· please ensure that the Information for Guests document is distributed to all of your guests prior to the event. This can be distributed at the same time as your invitations or to those guests who have confirmed their attendance;
· you are welcome to photocopy this document or distribute it by email;
· to receive this information in an alternative format, please email: eventsteam@wales.gsi.gov.uk.
Insurance and Liability 

· we do not have in place insurance or other arrangements to indemnify you, your employees, helpers, guests or performers in respect of any legal liability arising from any act or omission on your part or on their part in the course of the event. If such indemnity is required it is your responsibility to arrange appropriate insurance;
· you must inform us if it is proposed to include in the event any performance or other activity involving a risk of physical injury to any person or a risk of damage to property. We reserve the right not to permit the performance or activity in question, or alternatively to allow it to proceed subject to such conditions as we may specify, including conditions relating to insurance arrangements.
Invitations

· please ensure that your Events Officer has seen the invitation for your event prior to it being distributed;

· please ensure that your invitations, notices or circulars  are issued in the name of the sponsoring AM with his or her name clearly and prominently marked on all promotional material;
· please ensure that guests receive the following information with their invitation:
· name of sponsoring AM;
· start and end time; and
· location – e.g. Oriel.
· guests will be asked to present their invitation on arrival at the National Assembly for Wales. 

Late Arrival of Guests
· please see the sections on Arrival of Guests and Invitations.
Lift Access

· the Assembly estate is made up of three buildings, all of which have lift access. Some of the lifts installed have been constructed to be suitable for use during a fire evacuation. All lifts are accessible to wheelchair users;
· the lift in the Pierhead has to be accessed through the main hall; this may mean that you will have to enter the lift whilst an event is running in the main hall. 
Lighting System

· Due to the Senedd’s environmental design, its lighting system reacts to external light and cannot be controlled manually. 
Lost Property

· all lost property should be reported directly to the Events Team who will liaise with Security staff to see if it has been found.
Media

· the Assembly understands that event organisers will often seek to publicise their event;
· you are welcome to invite representatives of the media to attend your event. Their names should be added to the guest list and your Event Officer informed;
· if you are issuing a press release prior or post event, copies should be provided to the Assembly’s Media Relations Office prior to circulation for their information. This will allow the Media Relations Office to advise you on how to refer to areas of the Assembly as well as the practical arrangements you will need to make if your event involves a media photo call;
· the Media Relations Office does not provide contact details for the media. The host AM may be able to provide these to you;
· please note: the Media Relations Office does not have a role in promoting or providing photographic support for events hosted by external organisations. Their role is simply to provide advice to ensure the media elements of the event run smoothly.
Mobility Aids

· the Assembly provides a free wheelchair loan service for visitors. We have a limited supply of wheelchairs and they should be booked in advance;
· to book these services please contact your Events Officer;
· please note that we are unable to provide personal assistance by Assembly staff due to resource issues and Health and Safety restrictions. 
Music and Performance at Events

· organisations are welcome to use music as part of an event. This should be discussed as restrictions do apply to prevent unnecessary disruption to other building users and Assembly business;
· you must inform us if it is proposed to include in the event any performance or other activity involving a risk of physical injury to any person or a risk of damage to property. Our agreement to performances of this nature is required.
On Site Support 

· a named member of staff will be responsible for the overall coordination of your event on the day. This may not be the person with whom you have been liaising to make the arrangements, but they will be aware of all of the details relating to your event. Once your event has begun, this person will normally be contactable by internal telephone, but will also carry out periodic checks in person.
Opening hours for events
· Senedd:
· Monday & Friday during term time - 08:00 – 18:00 

· Tuesday, Wednesday & Thursday during term time - 08:00 – 20:00

· Pierhead:
· 09:00 – 20:00 (Tuesday – Friday)
Parking 

On site parking
· there are no parking facilities available for event guests and the general public;
· there are nine disabled parking spaces available at the side of the Senedd. These can be booked in advance for events. Any booking of these spaces should be made as quickly as possible and at least seven days prior to the event date. 

Off site parking

· information about off site parking is contained within the Information for Guests document.
Personal Property

· it is the responsibility of the organiser to ensure that guests and other participants are aware of the nature of the facilities provided and that possessions are left at their own risk.

Photography
· you are welcome to invite your own photographer to attend your event. The photographer should only take photographs in the area where your event is taking place. You should advise your guests that you have a photographer in attendance;
· the name of the photographer should be included on your guest list.
Public Photography

· in general our visitors are allowed to take photos in the public areas;
· Permission to take photos is granted solely on the basis they are for personal use only, and they are not otherwise permitted to be published or used for commercial purposes.

Assembly Photographer
· photographs may be taken during the event by the Assembly’s photographer. These images may be used by the Assembly in future publicity materials, in publications and on our website.
Policy

· the Assembly Events Policy sets out the broad criteria against which proposed events are assessed. Any events which fall outside the terms of the policy will be reffered to the Assembly Events Network for consideration. Event organiser are required to notify the Events Team if it’s believe that the event may fall outside the terms of the Policy.
Programme
· please supply a copy of the programme for your event as soon as possible but no later than seven days before the event. The programme should detail key activities such as names of speakers, times of speeches and breakout sessions. This information will assist us to coordinate the full range of activities across the Assembly and to ensure that speeches and key activities are not interrupted.
Publicity
· the Assembly reserves the right to publicise your event on the National Assembly for Wales website or on printed material, but we will not forward any information to third parties.
Registration 

· guests will be given their security badges at registration and directed to a nominated assembly point. Event Officers will then escort your guests to the event venue as required.

Room Layout 

Confirming room layout

· please confirm your preferred layout on the Events Enquiry Form;
· we are unable to accept changes to the layout of the room on the day of the event so it is crucial that you discuss your requirements with your assigned Events Officer prior to the event.
Other matters
· it is not permissible to affix posters to walls and doors;

· no formal seating is allowed for events in the Oriel.
Security 

· security procedures will be in place and all event sponsors, hosts and guests are expected to comply with all security procedures at all times.

Set Up Time

· a maximum setup time of one hour will normally be allocated to each event. Any variation to this must be agreed with the Events Team in advance;
· see Access to Your Room for further information.
Site Visits
· a site visit to assist in the organisation of your event can be arranged. Please contact your Events Officer to arrange this.

Smoking
· there is no smoking permitted in any of the Assembly buildings.
Speeches
· please ensure that your Events Officer has seen a copy of all proposed speeches and presentations three working days prior to your event.
Sponsorship

Event Sponsor

· an event sponsor must be an AM, an Assembly committee or the Assembly. In agreeing to sponsor an event, the AM is confirming that they consider that the event fits the agreed criteria and conditions for events defined by the Assembly and that they will be in attendance at the event;
· Overall responsibility for the event rests with the sponsoring AM;
· the event sponsor does not assume any financial responsibility for the event itself or for the related contracted services;
· your AM sponsor should be clearly named on all invitations. It is your responsibility to maintain contact with your AM sponsor regarding their input to your event.

Commercial Sponsorship

· many organisations use a commercial sponsor to assist with the costs of their event. Whilst sponsors branding is restricted, organisations often choose to acknowledge the support of their sponsor in speeches and on invitations. If you propose to use commercial sponsorship you should inform your Event Officer at the site visit and they will go through the guidelines with you.

Terms and Conditions
· please refer to the Terms and Conditions you will receive in your acceptance letter.
Toilet Facilities

· male and female facilities are located in close proximity to all areas where events take place;
· accessible toilet facilities are located throughout the estate.
Tours

· tours can be booked as part of your event.  If you would like to organise a tour please contact your Event Officer.
Welsh Language Scheme
· the Assembly operates a Welsh Language Scheme, giving effect to the principle that the English and Welsh languages should be treated on a basis of equality.

Although not compulsory, we would be grateful if events and exhibitions held at the Senedd complied with this scheme.

Details of the Assembly’s Welsh Language Scheme are available from the Events Team upon request.
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