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Welcome to Heritage Open Days!

To register your event, please complete and SIGN this form (on p.2), then return it to:

Gosport Heritage Open Days, Tourist Information Centre, Bus Station Complex

or email to  info@gosportheritage.co.uk
Registration deadlines:


24 April To be in the National Directory when it launches and for full promotional support.

1 June To feature on the Gosport website for marketing launch 

1 August Final deadline for HODs registration.  

Part 1: Organiser Form (contact details and agreement – internal use only) 

The GHODs team will use these contact details to communicate with you throughout the cycle. All promotional material will be sent to the address you provide here.
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Mr            Mrs           Miss           Ms           Other title: 

Name: 

Job Title/Role: 

Organisation:

	Contact Address (not for publication)

Town:

County:                                                               Postcode:

Local Authority Area: 1)

Telephone:

Telephone: (alternative)

Emergency Contact telephone number:

Email:                                                                 Web:

Facebook:                                                          Twitter:


I am happy for my data to be made available to other HODs organisers. 2)
Press Contact
Each property event should have a press contact whose details we can pass on to journalists on request.  

(A media toolkit with tips on managing the media is available from the HODs team)

        I am happy for my contact details to be given to the media

        If you are not available for media enquiries, please name another person in your organisation:
Name:                                                                           Telephone:

Email:
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Sign form on page 2











Part 1 (continued): Organiser Agreement
PLEASE NOTE: Our Gosport HODs Team act as a Hub for local events.  We are happy to register your event on your behalf, using the information you have supplied for this form.  If this is the case, you are then signing this agreement with Gosport HODs to confirm that you understand and comply with all matters as stated below.

The “Organiser” is our main contact within your organisation and will receive our mailings, newsletters and marketing pack.  They are responsible for registering the events and signing this agreement on behalf of the organisation that they work or volunteer for (or themselves, where they are the owner or operator of the relevant attraction).  The National Trust requires that each Heritage Open Days (HODs) Organiser completes and signs a Registration Form for every year they participate in HODs.

By completing and submitting this Registration Form, you confirm that you, and any other volunteers named in the Organiser form (Registration Form: Part 1) (the “Co-organisers”), have read and accepted HODs’ entry criteria and terms and conditions of participation, including the insurance requirements.  You further confirm that you and any other Co-organisers wish to organise and run the opening of the property/event listed in your Event form (Registration Form: Part 2) as part of HODs 2022.

As a HODs Organiser and in return for the National Trust providing you with assistance and guidance in respect of HODs 2022 you acknowledge and confirm that:

· The details submitted in parts 1 & 2 of the Registration Form are correct insofaras you are reasonably aware and if there are any changes to this informati0on, that you will inform the HODs office immediately and publicise all changes as quickly as reasonably possible (e.g. via posters, written notice outside property, press etc.)

· You and any Co-organisers are responsible for overseeing the participation of the property/event that you have listed in the Entry Form (Registration Form Part 2) and confirm you wish to participate as part of the HODs programme.

· You will co-operate with any local press volunteer/s or other Co-organisers in the development and use of any associated publicity and marketing materials.

· You and any Co-organisers will provide such information on request to HODs and the National Trust as is reasonably required relating to participating property/events and agree that HODs and the National Trust can receive, hold and process all such information.

· The HODs logos, branding, associated artwork and all information, materials and other property supplied by HODs (including all intellectual property,, which for the avoidance of doubt, includes all copyrights, trademarks, domain names and rights protecting goodwill and reputation, whether registered or unregistered, and all applications for the same, anywhere in the world), remain the exclusive property of the National Trust.  As a HODs Organiser you, and any Co-organisers, agree to use the HODs logo and associated artwork on a non-exclusive basis and only for the duration of your participation in the HODs’ 2022 programme and for any related purposes agreed by HODs and the National Trust.

· You and any Co-organisers will ensure any properties/events taking part in the HODs’ programme this year are provided with a copy of the insurance cover summary (see attached Insurance cover in place on pages .5-6), and that any requisite insurance required for participating in HODs will be in place.
· Any information provided will only be used in relation to HODs and not passed to any third party without your permission.
Signed:








Dated:

If you have any queries on how to fill out the registration form, please contact the GHODs team on 023 9252 2944 (Kay) or 07531 001 003 (Maria) or email info@gosportheritage.co.uk
Notes

1) This is the local authority to which you pay your council tax

2) Many organisers would like to find out who else is participating in their area to exchange ideas or publish event details in their local materials.  If you are happy to share your contact details with other organisers, please tick this box.

Part 2: Event Form

This is your chance to tell visitors about your opening/event (the information will be published in our online event directory). Please complete one copy of this form for each participating property/event.

1. What makes this a Heritage Open Days event?

(All events must be completely FREE to access and at least one of these must apply)

	
          This site is not normally open to the public           The event is being put on especially for HODs

          There is usually an entry charge, which will be waived for HODs


2. Title – What is the name of your site/event? (something short and snappy)

	  


3. Is the event digital or in-person?

4. Where is it happening? (address or meeting point details)

	Town:                                                                                    County

Postcode:

Add any tips of local markers that will help visitors find you

Is event on a bus route?  Yes           No            If yes, what number:


5. What’s on offer?  (please give as full and interesting description that you can)

	  Tell visitors what they can see/do:


Children’s/families’ activities available                                            NEW site/event this year   


This is the ONLY time in the year the site is open 



6. When is it?

	Please use 24-hr-style, e.g. 1000-1600, Tour 1100 & 1400)
Friday 9 Sept:
 


Wednesday 14 Sept:

Saturday 10 Sept:                               
Thursday 15 Sept:

Sunday 11 Sept:

                      
Friday 16 Sept:

Monday 12 Sept:

                    
Saturday 17 Sept:
Tuesday 13 Sept:



Sunday 18 Sept:
What is the duration of event? (Please give an estimate if not a set length) 

Are the numbers limited? (e.g. max 25 per tour)

If visitors need to pre-book, how should they do this?

If event needs to be booked please complete a bookings details form


7. How accessible is the site/event?

	
         Full wheelchair access                        Hearing loop                           
         Partial wheelchair access                   Sign language interpretation                          

         On-site disabled parking                     Assistance dogs welcome           

         On-site accessible toilets                    Pushchair/pram friendly          
         
         Are there any steps?                           Are there rest points?              

         
         Can information be provided in large print?  

	


8. Onsite Facilities

Refreshments                    

 Baby changing/breast feeding area   

Parking       
         
             
 Are dogs welcome?                           

Toilets 



                         

8. Is there anything else visitors should know?

9. Do you need any promotional materials?

Bunting
             



A2 pink Hs  
  

A1 pink Hs 




Stickers         
The remaining information is for internal use only and will NOT be published.

10. Do you need insurance? (Please read the Insurance Summary on p.6 before ticking any boxes)
We only admit entries that either comply with the HODs insurance terms or have their own insurance arrangements.

The property/event requires HODs insurance cover. I confirm that the property/event complies with the HODs insurance terms & conditions. I confirm that a risk assessment has been carried out, and will be reviewed prior to the event, to identify, address and minimise the risk of accidents, fire or other damage at the property/event, and that a record of the risk assessment can be produced in the event of a claim.

The property/event does not require HODs insurance. Own cover is in place. Please provide details:

Name of insurer:

Email / Address of insurer:
11. Filming

      Sometimes the media are interested in broadcasting from or filming at sites, are you happy 
      for this site/event to be offered for broadcasting/filming, possibly at short notice?

12. Please supply up to four photographs of your event, preferably high-res and in landscape, so that we can market your event both nationally and locally to its best advantage.
1. Title:

                                
Photo credit (if applicable):
2. Title:

                            
Photo credit (if applicable):
3. Title:

                                
Photo credit (if applicable):
4. Title:
 


  
Photo credit (if applicable):
13. Will you need any volunteers to help with your event?  For example: sheepdogs, help with collecting feedback from visitors, distribution of any information, etc.

Yes


No

Property/Event Contact (Please fill in and sign if you are not the Organiser completing Part 1)

Name:






Telephone:

Please sign here to confirm that you have read the Heritage Open Days Insurance Summary (p.6)

Signed:






Date:
Insurance cover in place

CLASS(S):
Public / Products Liability

POLICYHOLDER:
The National Trust for Places of Historic Interest or National Beauty (National Trust)

INSURERS:
Aviva Insurance

POLICY NO:
100556034CCI

PERIOD:

Heritage Open Days 2021 runs from 9 to 18 September. The policy also

covers activities in preparation for and wrapping up the festival starting from the

moment of a site’s/event’s successful registration with Heritage Open Days. The

current policy ends on 21 April 2022.
KEY DEFINITIONS

Business Description:
The activities of Heritage Open Days that enables a 
celebration of England’s 




architecture and culture by allowing visitors free access to interesting properties that 



are either not usually open, or would normally charge an entrance fee and includes tours, 


events and activities that focus on local architecture and culture. Activities include 



taking part in excavations, fieldwork, excursions, meetings, site visits and other bona-fide 


activities of the Insured.

Additional Named Insureds:

· Registered Property Owners

· Registered Property and Estate Managers

· Registered Heritage Open Days Participants

· Registered Heritage Open Days Organisers

· Registered Heritage Open Days Volunteers

PUBLIC / PRODUCTS LIABILITY

Cover:


· Indemnity against legal liability including claimant’s costs and expenses for damages in respect of accident, bodily injury, mental injury, death, disease,  illness, wrongful arrest or false imprisonment

· Accidental loss or damage to property

· Nuisance trespass to land or trespass to goods or interference with any easement right of air, light, water or way per the policy terms




Occurring during the period of insurance.

Indemnity Limits:         £5,000,000 any one occurrence costs inclusive

Excess:                           £250 each and every claim for third party property damage

EXCLUDED ACTIVITIES

· Sponsored walks, rides, marathons or similar events

· Fireworks displays or bonfires

· Bouncy castles and other inflatable devices

· Bodily injury arising from go-carting, quad biking or motor sports; parachute jumping, paragliding or parascending; bungee jumping or abseiling; ballooning or other flying activities

· Events involving weapons, passenger carrying amusement devices; remote controlled model aircraft; animal rides; pyrotechnics

The full cover is detailed in the Aviva policy wording which will always take precedence, full conditions, terms, extensions and exclusions are listed in the policy document. Should there be any queries on cover please contact us and/or refer to the policy document, a copy of which is available on request.

Pavey Group is a trading style of Pavey Group Limited, authorised and regulated by the Financial Conduct Authority (FRN 308106). Pavey Group Ltd (Registered in England no. 3419086) is wholly owned by Pavey Group Holdings Ltd. Registered address: 50 The Terrace,Torquay,TQ1 1DD. Offices at:Torquay and Exeter

GUIDANCE PROVIDED BY HERITAGE OPEN DAYS

A. Exclusions and conditions

1. Self-guided trails: Self-guided town trails or tours, which lead through public areas (i.e. people pick up a leaf- let at a venue and follow, unsupervised and at their leisure, a circuit) don’t qualify as Heritage Open Days events.

2. Means of transport: Bus tours, train tours (including miniature trains), boat trips and shuttle services on and between Heritage Open Days sites. Bicycle rides and horse-drawn carriage rides.

3. Hands-on activities and presentations: Hazardous ‘hands-on’ workshops or skills demonstrations such as wood or stone carving, clog making or glass blowing. Only bona-fide craftsmen should be used and it should be ensured that they have adequate insurance in place.

4. Re-enactments involving weapons and hazardous equipment: If you stage a re-enactment event (such as jousting tournaments, re-enactment battles, sieges etc.) as part of Heritage Open Days, you must ensure that the re-enactment society is fully insured.

5. Musical instruments: If you stage concerts, take into account that musical instruments are not insured.

6. Access issues: If you intend to allow access to towers (church towers, lighthouse etc.) or structures below ground level, the access has to be via a sturdy (e.g. spiral) staircase, ideally with a permanent handrail. Access via a freestanding ladder or staircase without a permanent handrail and obstruction to prevent a free fall is not insured under this insurance.

Don’t risk it! Do your risk assessment and take action before and on your open day

7. Prepare: Carry out a risk assessment and draw up an emergency plan for evacuation, take adequate actions before your event and review them during the day.

8. Act professionally and promptly: Deal with incidents in a diligent and helpful manner; depending on the type of accident, this may range from making the person affected comfortable to calling the ambulance. Don’t admit any responsibility.

9. Capture and communicate: Record the facts accurately and comprehensively, take notes from anyone who saw what happened as well as their contact details. Take photographs of the area in question and pass everything on immediately to the Heritage Open Days office and our insurance broker.

Email: info@heritageopendays.org.uk and julie.logan@paveygroup.co.uk Subject line: Heritage Open Days incident report
If you should receive a Claims Notification Form from a claimant’s solicitors, don’t acknowledge it, you must forward it via email within 24 hours of receipt.

For more guidance, see our Risk Assessment Factfile, which you can download from your Organiser Area: https://www.heritageopendays.org.uk/portal or request a copy from the Heritage Open Days team.
Insurance Broker Contact

If you have any insurance queries they should be directed to the National Trust’s Insurance Broker, Pavey Group, whose contact details are listed below:

Kevin Clark

Broking Manager & Senior Commercial Account Handler

Direct Line: 01392 880 003
Email: kevin.clark@paveygroup.co.uk     Postal Address: Burrator House, Peninsula Park, Rydon Lane, Exeter, EX2 7NT
















































































































































































































































�








�











1

