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Procedures for User Program   (Page 1 of 2)
All individuals or groups renting or using a City of Mississauga owned and/or operated facility must have adequate insurance coverage.   This includes vendors and/or suppliers who are participating as part of a larger external Event and/or Festival.   The following are procedures for obtaining proof of Insurance or directing the User into the “Facility User Insurance Program”.

1. Procedures for Users that have their own Insurance

· Proof of coverage must be provided by completing the approved City of Mississauga Insurance Certificate.  (City Insurance Certificate attached) This certificate must be filled out and signed by the individual’s or group’s Insurance Broker indicating the required limits and coverage.  No other certificate can be accepted.     

· The completed certificate should be attached and filed with the Rental Agreement.

2. Procedures for all Users that do not have Insurance / or cannot fully complete mandatory coverage (specific to their activity) required by the City.

· When the User cannot fulfill the City’s insurance requirements, coverage can be purchased by the individual or group through the “Facility User Program”.

· The following steps should be followed when accessing the Facility User Program;

1. Referring to the Facility User Rating Guide, the City’s Booking Office charges the appropriate premium for the event or activity that is being booked (rating guide attached).

2. When the rental agreement is completed and the applicable premium has been paid, the User downloads a copy of the Certificate of Insurance from the City of Mississauga’s website at: http://www.mississauga.ca/portal/residents/facilityinsurance.

3. The User then attaches their receipt of payment to the certificate for future reference.

4. The User can download the explanation of coverage from the City’s web-site.  However, if they have any questions in regards to the Insurance Coverage, these questions should be directed to JLT Canada.  Contact information is provided on the Web-site for the User’s convenience. 

· If a rate is not available on the Facility User Rating Guide, the User can obtain a quote from their own broker or they may wish to obtain a quote from JLT.  If so, please provide them with the Premium Quotation Form (Premium Quotation Form attached).  This one page form should be completed by the External Organizer only, and forwarded directly to JLT Canada as indicated on the form.

· Within 5 business days of receiving the fully completed Premium Quotation Form, JLT Canada will e-mail the External Organizer and the City of Mississauga’s Event Co-ordinator the insurance premium to be included and booked with the rental fee.  If there are questions with regards to coverage, the External Organizer must contact JLT Canada directly.  (contact information on the application and on the City Web-Site)

3. Procedures for Users that are organizing a Festival and/or Event (External Organizer) 
· The External Organizer is defined as the Group’s designated individual who has signed the rental agreement on behalf of the Organization running the event.  Or as the External Individual who is running their own event and who’s name appears on the rental agreement. 

· When the Event and/or Festival is organized by an External Party, the Organizer must provide evidence of insurance on the City’s Insurance form.

· If the External Organizer does not have the required insurance, they can purchase insurance through the “Facility User Program”. Follow instructions in #2.  
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4. Procedures for City Run Events or Festivals where independent vendors are providing products, services, and/or entertainment. 

· These events are defined as City organized/operated where no rental agreement has been executed by an external group or individual.

· Vendors who are being paid by the City to be apart of the event require insurance coverage.  If they can not provide the required coverage on the City’s mandated insurance form, they have the option to purchase the User Group Insurance through JLT.  Follow instruction in # 2.
· Vendors who are participating in a City organized/run event and are selling products and/or services, or providing entertainment require insurance coverage.  If they can not provide the required coverage on the City’s mandated insurance form, they have the option to purchase the User Group Insurance through JLT.  Follow instruction in    # 2. 
· Vendors who are only providing information hand outs at City organized/operated events are not required to provide proof of insurance coverage.

· If you are unsure if the vendor is required to provide proof of the appropriate insurance coverage, please contact the City’s Risk Management department for clarification.
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