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APPENDIX II

RULES FOR THE USE OF THE VALENCIA CONFERENCE CENTRE'S FACILITIES AND SERVICES

1. Opening hours

To all effects and purposes, the Conference Centre's normal working hours are from 8:00 to 20:00. Any occupancy or use of its services outside these times shall be invoiced in accordance with current rates. At the customer's request, the Valencia Conference Centre may start and end its sessions before and/or after these times, without altering the price of the facilities if the maximum time of twelve hours is not exceeded, as long as these activities do not start before 06:00 or end after 22:00.

2.  Price variations as a result of modifications to times or days of use

A reduction of 40% on the applied rate shall be applicable to the days or times used for rehearsals, set-up or dismantling work.

A 40% surcharge on the applied rate will be charged on Sundays and national, regional and local bank holidays.

A 25% surcharge on the applied rate will be charged from 22:00 p.m. up until 6:00 a.m., as this is considered to be non-standard working hours.

When the recording of the show is requested for this to be broadcast by any television company or for its distribution to the general public by video or other audiovisual media, a 20% surcharge on the rate applied to the room will be charged.

The Lessee may, at any time, ask the Lessor to specify any of these variations in writing, as well as to indicate these in a separate quote.

3. Use of the facilities: conservation of property, carrying our works, and electricity connections

The Lessee is familiar with the characteristics and administratively permitted uses of the Valencia Conference Centre, as well as the surface area, condition of the facilities and property and conditions for holding the event covered by this Agreement, which it deems to have received in proper usage and operating condition. In this respect, the Lessee undertakes to abide by the following rules in the use of the property and execution of works in the Valencia Conference Centre's facilities:

3.1. Conservation of property 
The Lessee undertakes to keep the facilities and moveable goods rented in good condition as well as to restore these in the same conditions in which they were handed over, being answerable to the Valencia Conference Centre for any possible damage and/or losses caused by bad faith, culpability or negligence on its part.

3.2. Carrying out works
The Lessee is not authorised to modify the structure, walls or layout of the facilities and/or rooms or their furnishings without the express consent of the Valencia Conference Centre's management. In the event of such express consent being given in writing the Lessee undertakes to return the facilities to their original state, unless the Valencia Conference Centre expressly declares in writing its interest in keeping such modifications.

The execution of any temporary works, installation of supplementary decoration or of any other kind that the Lessee is authorised to carry out must (i) have the prior written approval of the building's Head of Technical Services (ii) be supervised by the Valencia Conference Centre's technical staff or security staff and (iii) comply with what is laid down in Appendix IV of the Valencia Conference Centre's Health and Safety Rules.

3.3 Access to the box seating in Auditorium 1

The lessee acknowledges that the Box Seating in Auditorium 1 can only be accessed via stairs, there is no lift. Attendees must be made aware of this if there is a possibility that a person with reduced mobility may acquire a seat located in the Box.

4. Security

The Valencia Conference Centre's premises have a closed circuit TV system with long-range cameras, coordinated through an information and control centre, which records any incidents taking place inside and outside the premises. 
Should the Lessee foresee the need to reinforce this service, given the nature of the event being organised, it should request this from the Valencia Conference Centre, as the security of this building is the sole competence of the subcontracted company assigned to the premises, as established in current legislation. The Lessee shall defray the cost arising both during the event itself and outside the building's usual opening hours.

5. Prohibited Activities

As a general rule, the Lessee shall not be allowed to carry out any activity in the facilities assigned to it which impairs the smooth running of the building and/or which could cause damage or inconvenience to other users. In addition, it shall be obliged to respect the maximum authorised capacity in the premises rented. It is expressly prohibited to bring in any dangerous goods, explosives etc. as well as to produce smoke or gases, make noise or bring in any dangerous items that may impair the smooth running of the building. In particular, and except for express consent given in writing by the Valencia Conference Centre, the following are not allowed on its premises:

a. Selling, renting or marketing any kind of goods and/or services on the Lessee's account.
b. Distributing or selling any kind of food or drink if this has not been contracted through the official supplier of the Valencia Conference Centre's catering service.
c. Taking photographs and/or video recording outside the event itself.
d. Animals except for guide dogs.
e. Keeping on the premises rented any dangerous, explosive, inflammable, unhealthy goods or ones which could cause damage or harm to property or persons.


[image: ]
Any breach by the Lessee or any staff working on the latter's account of the Rules for the use of facilities and services as well as the other rules established for the building to be run properly shall, if this results in any damages or inconvenience for other users of the building or for the Valencia Conference Centre, entitle the Management of the latter to automatically cancel the event in question, with no prejudice to taking any appropriate action for demanding liability.
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APPENDIX III



COORDINATION OF OCCUPATIONAL RISK PREVENTION ACTIVITIES



Understanding that:
The Valencia Conference Centre assigns its facilities to the Lessee for organising the event stated on page one of this contract in compliance with article 24 of Spanish Law 31/1995 and section III of Royal Decree 171/2004.

The Lessor hereby undertakes to:

Inform the Lessee about the risks inherent to the place of work which might affect anyactivities undertaken by it, the measures to prevent such risks and any emergency measures which must be applied. To this end a document entitled APPENDIX IV: SAFETY AND HEALTH RULES FOR THE FIRMS THAT PERFORM WORK IN THE PREMISES OF THE VALENCIA CONFERENCE CENTRE and APPENDIX V: ASSESSMENT OF OCCUPATIONAL RISKS AND EMERGENCY MEASURES AT THE VALENCIA CONFERENCE CENTRE

To inform the Lessee before it starts work at the Valencia Conference Centre of any changes in the risks inherent to the place of work which may be relevant to risk prevention.

In the event of outsourcing work or services to be carried out at the Valencia Conference Centre premises, the Lessee undertakes:

To inform the Lessor in writing, prior to starting work, about the specific risks of any activities to be undertaken on the premises at the same time.

To inform the Lessor when there is an industrial accident involving its workers or any of the companies contracted by the latter on the Valencia Conference Centre premises. To immediately inform the Lessor of any emergency situation which may affect the health or safety of the persons present at the Valencia Conference Centre.

To pass on to its workers and to the companies contracted by the Lessee, appendices IV and V provided by the Lessor along with this contract and all the information and/or instructions as regards Occupational Risk Prevention furnished by the Lessor

To ensure the companies the Lessor has contracted comply with the rules for occupational risk prevention when performing any work on the Valencia Conference Centre premises

Establish the measures for business activity coordination necessary to comply with RD 171/2004.
In order to comply with the legal requirements regarding business activity coordination, the tenant must provide a representative to manage ORP documentation and must also send the following to the lessor:

	1. Assessment of Occupational Risks in the business.
2. ORP declaration and, where necessary, ORP declaration for machines and workforce – Appendix VI-A and VI-B of Contract
3. List of all staff who have will have access to the Conference Centre’s facilities (one list per business) – Appendix VI- C of the Contract

Please send the ORP documents listed above to the following email address: accesospcv@palcongres-vlc.com;



In Valencia 



[image: ]
Signed by the Valencia Conference Centre	Signed by the Lessee
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APPENDIX IV


SAFETY AND HEALTH RULES FOR THE FIRMS THAT PERFORM WORKS IN THE PREMISES OF THE VALENCIA CONFERENCE CENTRE


All firms that carry out works or activities at the Valencia Conference Centre must fulfil the provisions contained in the Spanish Act on Prevention of Occupational Hazards (Articles 14 to 28) and other applicable legal provisions in force with particular emphasis on the following rules:



1. RULES TO ENTER, PASS AND STAY IN THE PREMISES
1.1 To enter the Valencia Conference Centre’s facilities, it is essential to send a list of staff to the Valencia Conference Centre’s Access Control to the e-mail: accesospcv@pal-congres- vlc.com. This list should include the event name, company name, entry and exit dates, and personal details.
1.2 The workers are not allowed to stay in places other than those where they perform their work and will follow the routes that are pointed out to them by the Conference Centre’s staff.
1.3 Without specific authorisation it is forbidden to manipulate any switches or any other equipment installed in the facilities.

2. SIGNS
2.1 All necessary signs must be set up (posters, tape, barriers...)

3. WORK AT HEIGHT
3.1 For work at height the workers will use the necessary safety material to prevent the risk of falling (PPEs).
3.2 Ancillary equipment (ladders, scaffolding, …) shall meet the necessary safety conditions to prevent accidents.

4. LIGHTING
4.1 All work areas will be perfectly lighted to prevent the risk of falling and dangerous manoeuvres.

5. WORK AREAS
5.1 Work areas will always be clean and tidy.
5.2 Work will not be considered finished until the area is clean and free of dangerous elements.

6. WELDING EQUIPMENT

[image: ]
6.1 No welding equipment can be plugged in without prior compliance with authorized Conference Centre staff.
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6.2 During lunch and other breaks and at the end of the work day, welding equipment will be unplugged and the absence of incandescent remains shall be checked.
6.3 The equipment shall be safe to use: protection, wire isolation, no cracks and correct joins.

7. PORTABLE ELECTRIC TOOLS
7.1 All protections, plugs, wires, fuses, earth wires, etc will be in good condition and fulfil the legislation in force and Safety Rules.
8. FORKLIFTS, CRANES AND VEHICLES

[image: ]
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8.1

They should always be operated by qualified, authorised personnel who will be responsible for the operation and for the working teams. The equipment shall be in perfect working condition, ensuring health and safety.


9. REPORTING ACCIDENTS AND INCIDENTS

9.1

Any accidents or incidents suffered by the personnel of the firm carrying out work in the Conference Centre will be reported to the person in charge at the Conference Centre


10. EMERGENCY MEASURES
10.1 In case of emergency at the conference Centre, with or without alarm, all those working in the premises will stop work, leave the premises in safe conditions, unplug any equipment they are using and leave the area heading towards the point directed by the self-protection equipment of the building outside the affected area.

11. SANCTIONS
11.1 Anyone infringing the safety rules may be expelled from the Valencia Conference Centre, either temporarily or permanently.

12. FINAL CONSIDERATIONS
12.1 The firm working in our premises shall ensure the health and safety of their workers.
12.2 The firm working in our premises will provide its personnel with the mandatory equipment and safety clothing.
12.3 All those working at the Conference Centre will be aware of the present Safety Rules. To this effect, the employer will provide them with a copy of these rules.



APPENDIX V


ASSESSMENT OF OCCUPATIONAL RISKS AND EMERGENCY MEASURES AT THE VALENCIA CONFERENCE CENTRE

In compliance with Spanish Law 31/1995, of 8 November, on Occupational Health and Safety, article 24, on the coordination of business activities, this document provides information on the general risks existing at the VALENCIA CONFERENCE CENTRE and the corresponding safety and prevention measures, as well as the general emergency measures to be applied.




RISKS	RISK FACTORS	RISK LEVEL	PREVENTIVE MEASURES
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People falling from
one level to another
























People falling on the same level

Stairs with slippery
surfaces.
Unprotected access to equipment and installation high points. Stairs and/or scaffolds that are faulty and/or are used incorrectly.
Unprotected access to installation high points. Holes or openings in the floor, e.g. access to basements, stairwells, etc.












Slippery and/or dirty surfaces on floors, platforms and stairs. Holes and slopes. Uneven floors.
Obstacles in passages and access ways.

MODERATE	On slippery stairs wear shoes with non-slip soles and,
in general, avoid wearing high heels.
Use suitable means of access to installation high points (Gamesystem, Carabelli, Protecta Railbloc, Haca system, Söll system, roof lifelines, etc.). In their absence double anchoring is compulsory.
Any access to installations where there is a risk of falls from height, particularly in towers, must involve a minimum of 2 people, one of whom must always support the worker carrying out the work at height.
Personnel will be attached with anti-fall equipment to strong points on the deck, the structure or the lifeline for the entire time that the movement or positioning required to carry out the work lasts.
Use suitable stairs correctly (whether fixed stairs or stepladders). Do not run, jump or rush on stairs and use all the steps. Do not look away from the steps whilst using them.
Ensure scaffolds are secure before using them and that there is a flat, smooth walking surface.
Personnel who have not received special training are not permitted to work at height.
Mezzanines or elevated work areas must be equipped with suitable handrails. Openings in the floor must also have adequate protection.
Maintenance and upkeep of stairs.
ACCEPTABLE Keep work surfaces (floors, platforms and stairs) adequately clean and tidy.
Keep passages and access ways free from obstacles. Avoid having cables on the floor.
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RISKS	RISK FACTORS	RISK LEVEL	PREVENTIVE MEASURES
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Objects falling due to collapse




Objects falling during handling

Unsuitable stacking/positioning of items (boxes, equipment, etc.).
Lifting materials and equipment.
Work equipment, parts, spare parts, etc.
Box lids and similar.

ACCEPTABLE Keep work surfaces (floors, platforms and stairs) adequately clean and tidy.
Keep passages and access ways free from obstacles. Avoid having cables on the floor.


ACCEPTABLE ◻Use mechanical means for handling heavy and/or bulky objects.
◻Use tool-holder bags.
If necessary, use movable tables.
Use hooks or other tools for handling box lids and similar.
Enclose and mark the area over which loads are suspended. Do not stand under them.

Loose objects falling Curtains, furnishings,
etc.

ACCEPTABLE Maintain all components likely to cause loosening.



Collisions with stationary objects




Collisions with mobile objects

Fixed components of installations.
Small spaces between equipment.
Open box or cabinet doors etc.
Equipment with accessible moving parts (generators, fans, grinding machines, etc.).

ACCEPTABLE Exercise caution on entering areas full of work equipment, structural installations and/or components. Use torches or portable lighting if general lighting levels are inadequate.
Always keep box, cabinet, etc. doors closed.

ACCEPTABLE Do not remove guards or safety devices that prevent direct access to work equipment moving part operating area(s).
Use CE marked work equipment.
Do not stand within reach of work equipment moving parts and avoid contact with them.
Adjustment, maintenance, repair, cleaning and upkeep of work equipment must be carried out with the equipment switched off.



Blows/cuts from objects or tools





The projection of fragments or particles

Handling of various objects.
Hand tools: inappropriate quality, unsuitability for use, poor condition, incorrect use.
Machine work, grinding, cutting, chopping, welding, etc.

ACCEPTABLE Tools: use the appropriate ones for each job; keep them in good condition; carry them safely; keep them clean and tidy in a safe place.




ACCEPTABLE Guards or safety devices that reduce the projection of fragments or particles.



Trapping by or between objects

Equipment with accessible moving parts (transmission machines, generators, fans, grinding machines, etc.).

MODERATE	Do not remove guards or safety devices that prevent direct access to work equipment moving part operating area(s).
Do not stand within reach of work equipment moving parts and avoid contact with them.
Adjustment, maintenance, repair, cleaning and upkeep of work equipment must be carried out with the equipment switched off.

Overexertion	◻Manual handling of loads (work equipment, parts, spare parts, tools, etc.).

ACCEPTABLE Avoid incorrect posture when handling loads.
Reduce the weight of loads.
Use mechanical aids where possible to avoid risks arising from the manual handling of loads.
Where necessary, the handling of loads should be carried out by more than one person.

Exposure to extreme Adverse weather	ACCEPTABLE Limit exposure times to extreme environmentalRISKS	RISK FACTORS	RISK LEVEL	PREVENTIVE MEASURES
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environmental temperatures

conditions in outdoor installations.

temperatures.
Work must not be carried out at height when there is a wind stronger than 50 km/h that could cause workers to fall and materials (which must be removed) to move. Outdoor work will be suspended when there is rain, frost, snow or excessive heat.



Contact with heat	Gas exhaust pipes in
generators and similar. Welding work.

ACCEPTABLE Exercise caution when handling equipment with hot surfaces (generator exhaust pipes, metallic structures exposed to the sun, welding equipment, etc.).





Contact with

Work on electronic

MODERATE/SI Maintain electrical installations and equipment

electricity

equipment.
Work on auxiliary equipment.
Work on distribution boards.
Work on high-voltage switchgear.
Work in the vicinity of overhead or underground high- voltage power lines.

GNIFICANT

adequately.
Generally, work on low-voltage installations must always be carried out without voltage.
Working with voltage will only be permitted in exceptional cases using the necessary PPE and the most appropriate safety equipment in each case (voltage testers, insulated tools, marking materials, insulated mats, face shields, etc.).
Furthermore, only authorised and qualified personnel will be able to work on high-voltage installations, always following the “5 golden rules”.
When handling high-voltage circuit breakers/switches the necessary protective items must be used (pole, insulated gloves, stool, etc.).
Any manoeuvre involving a clear risk of contact with electricity, especially high-voltage, will be carried out with 2 people present.
Adopt special safety measures when carrying out work in the vicinity of high-voltage power lines, whether overhead or underground.

Contact with dangerous substances

Hypochlorite/chlorine in water purification system.
Cleaning, disinfectant and/or disinsectization products.
Battery chemicals.

ACCEPTABLE Exercise caution when handling caustic and/or corrosive substances. Follow the instructions on the Safety Sheet or on the substance packaging.


Fire	Potential failings in fire detection and extinction equipment maintenance. Potential faults in electrical installations.
Electric batteries.
The accumulation of flammable/combustible materials.
Welding work. Cigars, cigarettes, matches, etc.

MODERATE	Ensure that there is fire detection and extinction equipment and that it is periodically and adequately maintained.
Keep emergency exits clear of obstacles. Do not smoke in work areas.
Keep work areas perfectly clean.
Ensure that electrical installations likely to cause fires are adequately maintained.
Avoid the accumulation of flammable/combustible materials.
Exercise caution when carrying out welding work.
In the event of an emergency, follow the instructions for action at the end of this sheet "Emergency measures".

RISKS	RISK FACTORS	RISK LEVEL	PREVENTIVE MEASURES
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Exposure to noise	Generator sets,
equipment rooms (Laeq,d < 80 dBA)

ACCEPTABLE Wearing hearing protection in the vicinity of running generators is recommended.


Lighting	Insufficient lighting levels -	Use torches or portable lights. outside and in certain
areas inside the centres.


Accidents caused by Animal bites and stings	ACCEPTABLE Animal bites and stings can carry various types of

living creatures

poison. Some are toxic to humans in general, while others are only dangerous for people who are allergic to a particular animal venom.



Traffic accidents	Driving vehicles:

Accidents en route (to or from place of work).

For workers who make trips within the working day (to their own or other centres).

MODERATE	Compliance with the Highway Code and Road Safety Law.
Exercise caution when driving and scrupulously comply with traffic regulations when travelling to your own or customers’ centres. Specifically:

Plan the route in advance. Inspect the vehicle inside and out. Wear a seat belt at all times.
Drive within the applicable speed limits. Remain calm and in control at all times.
Increase the safety distance in adverse conditions. Never drive too closely behind another vehicle.
Remove unnecessary distractions from inside the vehicle. Avoid using a mobile phone while driving. Never drive under the influence of alcohol or drugs. Follow practical procedures for driving in any given environment, whether in the city, on the motorway or other road or in rural areas.

Equally, when walking, observe the road signs and exercise caution.




1. If you know how to use the extinguishers use them, directing the jet to the base of the flames. Do not use water in the presence of electrical voltage.IN CASE OF AN ACCIDENT
IN CASE OF EVACUATION
IN CASE OF BOMB THREAT
IN CASE OF FIRE
EMERGENCY MEASURES

2. Avoid the spread of smoke and flames to the rest of the area, closing doors and windows and moving combustibles out of the way.
3. Cooperate, where appropriate, with emergency teams, the Security Service and/or designated officers.
1. In case of bomb threat by telephone, remain calm and try to get as many details as possible. Treat the information as confidential and avoid passing it on to other staff unnecessarily. Where applicable, make the Security Service and/or the designated officer aware of the situation and follow their instructions.
2. In case of discovering a suspicious object, isolate the package and do not move, touch or puncture it. Check for the existence of other suspicious objects. Do not use radios in the vicinity. Clear the area and open doors and windows to lessen the potential blast wave. Where applicable, make the Security Service and/or the designated officer aware of the situation.

1. Where applicable, always follow the instructions of emergency teams, the Security Service and/or designated officers.
2. Do not leave the building with heavy or bulky objects. Do not go back to retrieve “forgotten items”. If there is smoke, cover the nose and mouth with a cloth. If there is a lot of smoke, stay low and proceed. Where applicable, do not use the lifts or remove vehicles from the parking area.
3. Outside: avoid obstructing access roads. Where applicable, take care when crossing the road. Do not return to your place of work until the emergency is over and the all-clear has been given.
[image: ]
Where applicable, always follow the instructions of emergency teams, the Security Service and/or designated officers.
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ANNEX VI-A

DECLARATION OF CONFORMITY WITH THE LEGISLATION ON OCCUPATIONAL RISK PREVENTION AND COORDINATION OF BUSINESS ACTIVITIES

In compliance with the provisions of Art. 24 of the Law on Preventing Occupational Risks, RD 171/2004 and other legal provisions applicable to Coordination of Business Activities (CAE) the company awarded the contract must transfer all CAE documentation received from the Valencia Conference Centre (PCV) to all subcontracting companies, and subsequently, prior to the start of the event, must send it to the Conference Centre.
Mr./Ms.................................................................., with I.D. No................................
as legal representative of the business ........................................................... with address at:


ATTESTS:

That all of the business’ staff who will work on the facilities of Valencia Conference Centre, comply with the requirements of Occupational Risk Prevention.



In............................... , on.................................
Signed:
(Send document signed and stamped)

LEGAL NOTICE

[image: ]
The information in this document is confidential/privileged and is intended to be used for strictly professional purposes to ensure the correct performance of the service. We remind you that your data have been saved in the processing system of STATE OWNED BUSINESS VENUE VALENCIA CONFERENCE CENTRE and provided that you meet the legal requirements, you may exercise your rights to access, correct, limit processing, delete, transfer and object/withdraw, under the terms established by the current legislation on data protection by sending your request by post to AVDA CORTES VALENCIANAS, 60 46015, VALENCIA or by email to palcon@palcongres-vlc.com. If you received this document by error, please be advised that any disclosure, distribution or reproduction of this information is strictly prohibited and may be unlawful, and please notify us immediately and return the original document to us at the above address. Thank you.
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ANNEX VI-B


DECLARATION OF CONFORMITY OF THE MACHINERY/WORKFORCE


Mr./Ms.................................................................., with I.D. No................................
as legal representative of the business ........................................................... with address at:

ATTESTS:
That the machine......................................................................... that will be working on the facilities of the Valencia Conference Centre complies with the following requirements:


Requirements	Check if compliant

1.- EC Declaration of Conformity	Yes	No
2.- CE Marking	Yes	No
3.- Instruction manual	Yes	No
4.- Technical features - Machine datasheet	Yes	No

5.- Certificate from last inspection	Yes Date:	No



And is in perfect working condition to be used on the facilities of the Valencia Conference Centre. Date machine arrived at PCV:
Date machine left PCV:

In............................... , on.................................
Signed:
(Send document signed and stamped)

LEGAL NOTICE

[image: ]
The information in this document is confidential/privileged and is intended to be used for strictly professional purposes to ensure the correct performance of the service. We remind you that your data have been saved in the processing system of STATE OWNED BUSINESS VENUE VALENCIA CONFERENCE CENTRE and provided that you meet the legal requirements, you may exercise your rights to access, correct, limit processing, delete, transfer and object/withdraw, under the terms established by the current legislation on data protection by sending your request by post to AVDA CORTES VALENCIANAS, 60 46015, VALENCIA or by email to palcon@palcongres-vlc.com. If you received this document by error, please be advised that any disclosure, distribution or reproduction of this information is strictly prohibited and may be unlawful, and please notify us immediately and return the original document to us at the above address. Thank you.
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